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Family Self Sufficiency Coordinator 
 

OPEN EMPLOYMENT OPPORTUNITY 
 
Are you an inquisitive, organized professional who enjoys a fast-paced environment and gets 
satisfaction from collaborating with others? If you are usually the “go to” person for a colleague with a 
question, are detail oriented, cooperative, and precise in your work, keep reading because the Family 
Self Sufficiency Program Coordinator role might be perfect for you! 
  
We are NOT looking for someone who keeps their head down and minds their own business— in 
fact; we want your natural curiosity to motivate you to dig deep for answers! We need someone who 
will carefully weigh all the available information to help the department maintain program compliance 
with HUD regulations. 
 

Position Family Self Sufficiency Program 
Coordinator (grant-funded) 

Supervisor Assistant Director of Occupancy and 
Housing Compliance 

Work Hours Normal work hours shall fall within the 
hours between 7:30 A.M. & 5:30 P.M. 

Monthly Salary Range 
 

$4,097 - $5,251 

Pay Classification Exempt 

Final Filling Date  Open Until Filled 
 

Position Description 
Under the supervision of the Assistant Director of Assisted Housing, or designee, the Family Self-Sufficiency 
Coordinator is responsible for providing comprehensive case management services to Section 8 and Public 
Housing residents.  Responsibilities include ensuring the program meets HUD’s Performance Measurement 
System.  Develop individual case plans, coordinate community resources and general case management. 
Strategically plan outreach efforts with a focus on zero to very low income households in an effort to increase 
earnings through employment. 
 
 
Essential Job Functions (If necessary, individuals with disabilities are encouraged to request reasonable accommodations to assist them in 
performing the essential functions of this position.) 

1. Plans, develops and monitors goals and objectives of the Family Self-Sufficiency program. 
2. Strategically plan outreach efforts with a focus on zero to very low-income households in an effort to 

increase earnings through employment income. 
3. Coordinates services with participants and local social service agencies including reviewing the status 

of cases, resolving problems and maintaining accurate case records of services provided.   
4. Coordinates, participates, develops and oversees services provided by community-based 

organizations, including services provided through the agency’s resource centers and community 
activities.   
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5. Coordinate activities with Resident Councils  
6. Assesses individual participant needs and established services and training plans, which enable the 

participant to achieve self-sufficiency. 
7. Oversee the financial management, employment and home ownership workshops and trainings, 

including scheduling classes and coordination with community partners. 
8. Develops a Contract of Participation for each participant and monitors participants at least monthly to 

evaluate their success toward achieving goals and objectives. 
9. Contacts public and private agencies and organizations to arrange services needed by participants and 

provides referrals for services. 
10. Assists in establishing and monitoring escrow accounts for participants. 
11. Develops and maintains a Program Coordinating Committee of participating community agency 

representatives. 
12. Develops marketing materials, conducts outreach, and plans and facilitates training and orientation to 

ensure program participation levels are satisfactory. 
13. Develops partnerships with educational and occupational institutions and the local business community. 
14. Provides and/or assists with public presentations regarding the FSS program and its participants to 

service clubs and other public forums, as requested. 
15. Performs Interim, Annual, and other re-exams as required. 
16. Performs other duties as required including work in other functional areas to cover absences or relief, to 

equalize peak work periods or otherwise balance the workload, 
 
Required Knowledge and Abilities 

1. Knowledge of case management practices and procedures. 
2. Ability to make presentations to business groups and individuals. 
3. Ability to write and speak effectively. 
4. Knowledge of techniques used in training. 
5. Knowledge of modern office equipment, including copiers, personal computers, calculators, facsimile 

machines, etc. 
6. Ability to understand and follow written and oral instructions. 
7. Ability to perform basic math calculations. 
8. Knowledge of PC-based computer applications, including Microsoft Word and Excel. 
9. Ability to engage tactfully and courteously with Authority customers and visitors. 
10. Ability to establish and maintain effective working relations with Authority staff, volunteers, residents, 

other community services agencies, and federal, state and local officials. 
 
Minimum Education, Training and/or Experience 

1. Graduation from an accredited four (4) year college or university with major course work in Sociology, 
Social Work or Human Services, or closely related field preferred. 

2. At least three (3) years experience providing case management services. 
3. An equivalent combination of education, training, and experience, which provides the required 

knowledge and abilities, may be substituted on a two for one basis. Personal life experiences 
applicable to the position may also be considered. 

 
Additional Requirements 

1. Must be able to operate a variety of automated office machines including computers, copiers, printers, 
facsimile machines, telephones, etc. 

2. Must be able to move or carry objects or materials such as files, computer printouts, reports, 
calculators, office supplies, etc. 

3. Must possess and maintain an applicable California Driver’s License and a driving record acceptable to 
the Authority’s insurance carrier.  

4. May be required to attend meetings after normal business hours. 
5. Job assigned location may vary. Must be able to travel. 

The Housing Authority of the County of San Joaquin values diversity in its work force and is committed to equal employment 
opportunity and affirmative action.  Minorities, females, and persons with disabilities are encouraged to apply 
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