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Description automatically generated]Job Type: Full Time
Job Title: Director of Program DevelopmentHabitat for Humanity’s mission is seeking to put God’s love into action by bringing people together to build homes, communities, and hope. Our vision is a world where everyone has a decent place to live.  


Reports to: Deputy Director
Location: 1501 S. 7th Street, Conroe, TX 77301
Position Summary
The Director of Program Development (DOPD) is a strategic leader, responsible for the comprehensive development and oversight of the new homeownership and repair programs for Habitat MCTX. The DOPD will ensure the successful delivery of critical housing solutions that directly contribute to the success of the family, community, and organization. With the assistance of volunteer committees, the DOPD will lead key aspects of the homeownership and repairs programs, including homeowner selection, homeowner support, homebuyer education, mortgage origination and servicing, and delinquency management. The DOPD will also oversee compliance with federal lending laws and regulations related to mortgage lending.
Historically, Habitat MCTX builds 7-10 homes per year, services over one hundred plus loans, and completes 30-50 home repairs, including disaster repairs, annually. The intention is to expand and scale the number of houses we build and repair annually.
Essential Functions & Responsibilities
Human Resource Management
· Communicate with timeliness, clarity, positivity, and cultural competence with people of all levels and backgrounds;
· Develop and maintain positive, collaborative functional relationships with staff, homeowners, volunteers, donors, and vendors;
· Supervise support staff and departmental volunteers in achieving professional development and mission-specific goals;
· Provide mentoring for staff; encourage professional growth opportunities and training to equip staff to meet organizational goals and the growth of the program; and
· Oversee the workings of Family Selection and Family Support Committees; and
· Provide culturally sensitive services to potential applicants and homeowners.
Mortgage Origination and Servicing
· Manage all aspects of the homeowner selection process in compliance with Fair Housing, Equal Credit Act, and other relevant laws;
· Oversee homeowner selection marketing and outreach, facilitate orientations, process applications, and manage correspondence with prospective applicants;
· Coordinate with community partner organizations, local employers, and other relevant entities in conjunction with homeowner selection marketing and outreach activities;
· Manage mortgage loan origination in compliance with all relevant legislation: provide homebuyers with appropriate disclosures according to federally mandated timelines; generate and review loan documents and coordinate with title agent to finalize Habitat real estate transactions;
· Oversee mortgage servicing in compliance with all relevant legislation: manage accurate recording of mortgage payments, correspondence with homeowners, escrow accounts and analysis, payoff balance requests, and accurate credit reporting;
· Assist with mortgage sales and transfers of mortgage servicing if needed; consult with other financial institutions involved with the sale and servicing of Habitat mortgages;
· Oversee loss prevention and delinquency management in collaboration with the delinquency committee and local attorneys; and
· Stay current on regulatory compliance with mortgage laws by participating in ongoing training and networking opportunities with other mortgage lending and Habitat professionals.
Homebuyer/Homeowner Support
· Supervise new homebuyers in completion of program requirements;
· Oversee the implementation and facilitation of a comprehensive, consistent, and culturally appropriate first-time homebuyer education program;
· Develop and manage a comprehensive, consistent, and culturally appropriate post-purchase support and education program for current Habitat homeowners;
· Assist with management and homeowner education for Habitat MCTX-managed Property Owners’ Associations to ensure a successful transition to homeowner-run communities;
· Plan and attend municipality and neighborhood informational and educational events
· Collaborate with staff and committees to organize special events, such as Home Dedications; and
· Advocate on behalf of homeowners to Habitat stakeholders, constituents, and the community.
Government funding solicitation, grant application, and contract administration
· Manage relationships with government funding partners (i.e., metro cities and counties) and area housing authorities, with the support of the Executive Director, Deputy Director, and Strategic Partnerships Department; and
· Provide direction and support for grant solicitation and administration of government funding programs, contracts, budgeting, cash flow, etc., through collaboration with the Strategic Partnerships Department.
Communication, Planning, and Reporting
· Work closely with the Deputy Director to develop strategic and tactical plans and
to oversee the implementation of department goals and objectives
· Work with staff to develop annual work plans and measurements for personnel accountability and program efficiencies
· Monitor program activities for critical path processes and respond to unplanned events
· Seek collaborative relationships with appropriate organizations, individuals, and other Habitat departments
· Maintain a working knowledge of best practices and significant developments and trends in the fields of real estate, property development, affordable housing, aging in place, residential construction, and repairs
· Provide required monthly, quarterly, and annual reports regarding family selection and
mortgage delinquency
· Provide the required monthly, quarterly, and annual reports regarding board, HFHI, and grants.
Other Key Responsibilities
· Collaborate with staff and committees to develop, implement, and update Policy and
· Procedures for homeownership and repair programs that support sustainability,
equitable treatment of applicants and homeowners, as well as regulatory compliance;
· Participate in annual review of mortgage activity and policy;
· Collaborate with Construction and Repair Teams to coordinate construction/repair schedules, planning new builds/repairs, move-in dates, walkthroughs, and management of warranty program;
· Assist the Strategic Partnership Department in preparing grants, financial counseling services and mortgage related funding; and
· Collect and anaalize qualitative and quantitative homeowner data to evaluate the success and impact of program through regular pre- and post- homeownership surveys.
Standards for Measuring Performance
· Maintain a high customer and Habitat MCTX team satisfaction level;
· Maintain high standards of integrity and compliance;
· Completeness, accuracy, and punctuality of reports, loan documents, and other assignments;
· Ability to meet or exceed regulatory standards regarding mortgage origination and servicing; and
· Ability to achieve department SMART goals and objectives and support the organization’s ability to meet long term strategic goals.
Requirements
[bookmark: _Hlk111725076]Education, Experience, Skills, and Physical Requirements 
· Bachelor’s degree or equivalent work experience;
· Experience required in the housing industry/mortgage lending and data entry;
· Experience strongly preferred in the non-profit/human services industry collaborating with and leading volunteers;
· Experience preferred in project management, program management and implementation, real estate contracts and negotiation, and supervisory experience in a management position supervising staff of two or more;
· Excellent interpersonal and cross-cultural skills to effectively work with a broad range of
people and manage conflicts;
· Excellent organizational skills, computer skills, knowledge of Microsoft Office, and verbal and written communication skills, including public speaking and large group facilitation; and
· Strong ability to work both autonomously and with a team.
· Physical requirements of the role often include prolonged sitting, using a computer, and close vision for tasks like reading and data entry; occasional need to work outdoors/ in the elements including but not limited to home visits and dedications.
Salary and Benefits: Salary depending on experience; Health, Dental and Life insurance, PTO Accrual
About Habitat for Humanity Montgomery County, TX
Our goal is simple – to empower communities and provide strength, stability, and self-reliance through affordable housing. Since 1989, we have relied on the loving hands of volunteers to build strong homes and strong communities.
We believe that everyone deserves a decent place to call home. By partnering with caring people around the world, building homes with volunteers, and offering affordable mortgage payments, we empower homeowners to gain the independence they need for a better life for themselves and their families.
Habitat MCTX is an affiliate of Habitat for Humanity International. We are 100% self-funded, depending entirely on the unwavering support of the local community.
Resumes and Cover Letters may be submitted to mmetzler@habitatmctx.org
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