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8 JOB DUTIES AND RESPONSIBILITIES 
 

Provide a brief statement describing the function of work or reason why the position exists.  List duties indicating the percent of time spent for each area of 
responsibility.  If applicable, describe any unusual physical demands and/or unavoidable hazards of the position.  Attach additional pages if necessary. 
 

PERCENTAGES MUST TOTAL 100% 
 

LIST DUTIES IN DECREASING ORDER OF IMPORTANCE / COMPLEXITY.  THE NEED FOR SPECIAL LICENSE, POLICE COMMISSION, 
KNOWLEDGE OR TRAINING MUST BE INDICATED BELOW, IF APPLICABLE. 

 
 
 
The incumbent performs duties in the Homeownership Organizational Unit of the Louisiana Housing 
Corporation by performing the following duties and others as assigned. 
 
55% 

• The incumbent of this position will act as a Liaison between the Louisiana Housing Corporation, Office 
of Community Development/DOA for the HAF Program with Housing Counseling Agencies across the 
state.  This will involve understanding conventional and government mortgage loans, handling late 
payments, defaults, foreclosure processing and loss mitigation technics.  Reviews compliance files for 
completeness and accuracy confirming all required documentation is obtained and all procedures are 
followed; ensuring compliance. 

• Keep accurate assignments of referrals and tracking.  Updating and managing reporting in Counselor 
Direct as the system of record.  Contacting each HCA weekly; and monthly to provide necessary 
information and reports to the program managers. 

• Customer service and participate in various community events pertaining to the Homeownership 
education and promotion of LHC’s homebuyer programs. 

 
30% 

• Tracking, documenting and reviewing all payables submitted by the HCA’s to insure correctness and 
completeness and that they warrant payment.  Provide training to HCA’s as needed for the program 
requirements and billings.  Attend regular meetings and cooperate in department projects or 
assignments; Answer constituent inquiries as needed. 

• Cooperates in department projects or assignments from the manager, such as, research, and outreach 
activities as requested. 

 
15% 

• Performs all other duties as assigned. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 




