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Job Description

	Position Title
	Program/Department
	Reports to

	Life Skills Coach
	Housing/Circles
	Director of Circles

	Employment Status
	FLSA Status
	Effective Date

	☐ Temporary ☐ Full-Time ☒ Part-Time
	☒Non-Exempt ☐ Exempt
	October 2025



Position Summary 
[bookmark: _Hlk195261448]Good Samaritan is committed to ending poverty and homelessness, in partnership with our community, by leading the way in providing affordable housing solutions and supportive services.

[bookmark: _Int_i1pOziGV]Our team is dedicated to helping individuals and families in Ottawa County overcome housing crises and achieve long-term stability through programs such as rapid rehousing, eviction prevention, Circles, and more. The Life Skills Coach will support the work being done in these programs by providing both individual coaching and group workshops for tenants. Coaching will take place either at one of Good Samaritan’s offices or within the participant’s home to develop or enhance skills related to personal budgeting and financial literacy, home maintenance and tenancy skills, navigating landlord/tenant relationships, goal setting, and completing SOAR applications when necessary (training provided by MDHHS). Through education and community connection, the position will enhance the work participants are doing with their case workers by providing extra support and an inclusive environment where participants feel safe to learn and grow alongside their peers. Work hours will be flexible, especially if requested to provide a small evening group session, but mainly will occur during our office hours Monday through Friday from 8:30 am – 5:00 pm. This position will work primarily out of our Holland office.

Essential Duties and Responsibilities
The essential functions include, but are not limited to the following:
· Phone calls, emails and site visits with clients on caseload.
· Developing and delivering engaging group workshops. 
· Collaborating with our team to identify client needs and develop the appropriate programming materials.
· [bookmark: _Int_MjfXW9UZ]Documenting communication with tenants, updating tenant files, ensuring tenant files are in compliance and contain appropriate copies of communication.
· Prioritize workload to maintain the highest quality of service.
· Work to resolve lease violations with tenants, following up and documenting outcomes. 
· Trouble shoot simple maintenance questions with tenants.
· Foster a welcoming, respectful, and inclusive environment where participants feel safe to learn and grow
· Encourage connection and support among workshop participants
· Reply as needed to Property Owners, Case Managers, and other partnering agencies to maintain appropriate communication to preserve housing. 
· Stays up to date on new initiatives that impact tenant or landlord rights or responsibilities, complies with Federal Fair Housing Practices. 

Minimum Qualifications (Knowledge, Skills, and Abilities)

· Strong knowledge of at least one of the following areas: financial literacy, housing education, life coaching, or adult education
· Exceptional communication and interpersonal skills (written and verbal)
· Demonstrated knowledge and ability in facilitating or teaching material to tenants.
· Ability to work independently and collaborate as a team
· Ability to complete work accurately under and within deadlines.
· An understanding of the challenges faced by individuals exiting homelessness or experiencing housing instability
· Basic math skills
· Demonstrate ability to follow through and complete assigned tasks
· Ability to demonstrate flexibility, some after-hours situations may arise.
· Must have access to personal vehicle, valid driver’s license and maintain auto insurance to perform duties.

Preferred Qualifications (Knowledge, Skills, and Abilities)
· Lived experience of housing instability or homelessness
· Previous property management experience
· Experience in a nonprofit or social services setting
· Proficient with Microsoft Office applications
· Knowledge of resources available in Ottawa County
· Trauma-informed care training or certification
· Completed Federal Fair Housing Training or willing to complete in (3) months.
· Bi-lingual desired 


Physical Demands and Work Environment 
[bookmark: P19_1854]The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this position. Reasonable accommodations may be made to enable individuals with disabilities to perform the functions. 

County wide travel required and a flexible schedule to accommodate for emergencies. Associate Property Specialist works in a professional office environment, and regularly visits tenants in their homes within Ottawa County, travels to conduct site visits, or other locations as assigned.  Must have valid driver’s license and have access to private vehicle for transportation. 

Note
This job description in no way states or implies that these are the only duties to be performed by the employee(s) incumbent in this position. Employees will be required to follow any other job-related instructions and to perform any other job-related duties requested by any person authorized to give instructions or assignments. All duties and responsibilities are essential functions and requirements and are subject to possible modification to reasonably accommodate individuals with disabilities. To perform this job successfully, the incumbents will possess the skills, aptitudes, and abilities to perform each duty proficiently. The requirements listed in this document are the minimum levels of knowledge, skills, or abilities. This document does not create an employment contract, implied or otherwise, other than an “at will” relationship.

Reviewed with employee by

Signature: _______________________________ Name (print): ________________________________ 

Title: _____________________________________________________ Date: _____________________

Received and accepted by

Signature: _______________________________ Name (print): ________________________________ 

Title: _____________________________________________________ Date: _____________________

The company is an Equal Opportunity Employer, drug free workplace, and complies with ADA regulations as applicable.
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