resporD

working to end domestic violence

“When I look around my apartment, I am filled with the peace only safety can bring my kids and me.”

Housing Services Programs Coordinator
Pay: $66,000-$68,000 per year

Job description:

RESPOND has been working to end domestic violence and homelessness in our communities for over 50
years. By joining our team as the Housing Services Programs Coordinator, you will lead the day-to-day
operations of RESPOND’s Housing Division and supervise the staff delivering transitional, rapid
rehousing, and independent living services.

This role is primarily based at RESPOND’s Community Services Center, with regular field engagement
to visit program units, attend partner meetings, and maintain landlord relationships.

The Coordinator’s WORK:

You are responsible for executing the Housing Director’s vision by ensuring consistent, high-quality
programming, strong staff supervision, and reliable operational systems. Your work will include:

* Providing trauma-informed supervision to housing staff, including scheduling, coverage planning,
coaching, and performance feedback

* Ensuring continuity of services when staff are out by reallocating work and maintaining client coverage
* Leading weekly housing team meetings and setting clear operational priorities

» Monitoring client service plans and housing goals to ensure they are current, measurable, and
progressing

» Maintaining strong relationships with landlords, tenants, and community partners

* Visiting program units regularly to monitor conditions, address concerns, and reinforce program
standards

» Managing program flow by identifying stalled cases and addressing barriers to housing stability

* Reviewing and approving timesheets and ensuring payroll accuracy

* Overseeing rent and utility payments, including maintaining accurate logs and resolving discrepancies
* Serving as RESPOND’s operational lead for Coordinated Entry participation, including overseeing
referrals, prioritization, documentation standards, case conferencing preparation, and follow-through to
ensure timely placements

» Attending EOHLC and DVCE meetings and representing RESPOND professionally

* Supporting enrichment activities for clients in alignment with program goals

» Modeling professionalism, accountability, and trauma-informed leadership

About the Housing Team:



» A mission-driven team delivering transitional, rapid rehousing, and independent living services
* Staff committed to housing as a human right and accountable, trauma-informed practice

Your Knowledge, Skills, and Attributes:

* Minimum three years of experience in housing or human services working with survivors of trauma,
families, or individuals experiencing housing instability

* At least one year of supervisory experience strongly preferred

* Experience with Coordinated Entry systems, HMIS workflows, or comparable housing referral
processes strongly preferred

* Strong organizational, documentation, and time-management skills

* Cultural humility and ability to work across diverse identities and experiences

* Valid driver’s license, access to a personal vehicle, and willingness to travel within RESPOND’s service
area

* High School Diploma/HISET required; Bachelor’s degree plus two years of experience or six years of
relevant experience strongly preferred

» Must have or be willing to obtain the 25-hour Domestic Violence Training Certification

RESPOND Compensation and Benefits include:

* Opportunity to lead RESPOND’s cornerstone housing programs
* $66,000-$68,000 salary

* 3 weeks’ vacation, 2 personal days, 12 sick days, and 16 holidays
* 401(k) with 3% employer match

* Health and dental insurance 80% paid by RESPOND

* $25,000 life insurance policy at no cost

* Flexible spending and dependent care accounts

* Optional vision, life, and illness policies

Interested?
Send a resume and cover letter to hr (at) respondinc (dot) org with Housing Services Programs
Coordinator in the subject line.

RESPOND, Inc. is an Equal Opportunity/Affirmative Action Employer. Candidates who are
bilingual/bicultural, people of color, Native/Indigenous, people with disabilities, LGBTQIA+ individuals,
and members of other marginalized communities are strongly encouraged to apply.

Job Type: Full-time
Work Location: In person — Somerville, MA



