
HOUSING AUTHORITY OF SAVANNAH 

1407 WHEATON STREET  

SAVANNAH, GEORGIA  31404 

 

CLOSING DATE: OPEN UNTIL FILLED 

 

TITLE:   Neighborhood Services Coordinator  

 

SALARY:  $42,434 

 

TO APPLY:  SUBMIT APPLICATIONS TO:  HUMAN RESOURCES OFFICE 

        1407 WHEATON STREET  

SAVANNAH, GEORGIA  31404 

 

ALL APPLICATIONS WILL RECEIVE CONSIDERATION WITHOUT REGARD TO 

AGE, COLOR, DISABILITY, NATIONAL ORIGIN, RACE, RELIGION, CITIZENSHIP 

OR ANCESTRY, SEX, SEXUAL ORIENTATION, OR OTHER PROTECTED STATUS.  

 

POSITION SUMMARY:   

 

Seeking an energetic, creative individual to work collaboratively with community members to 

develop/coordinate programs that empower and enhance the overall quality of life for residents. 

A team member in this position must be skilled in community engagement, must create positive 

rapport with residents, and develop programs in response to articulated interests. The team 

member is also responsible for coordinating a variety of trainings/workshops establishing 

partnerships, and identifying resources designed to meet the needs of HAS community members. 

Duties include, but are not limited to: planning and coordinating training/development programs; 

assessing community needs and creating strategies to address needs; providing technical and 

operational support for resident organizations; coordinating special events to improve resident 

participation and involvement, producing program marketing information and monthly 

newsletters,  facilitating informal and/or applicant hearings; conducting surveys to assess training 

needs of community residents; collecting and compiling survey data to ensure NRC services are 

meeting the needs of the community.  

 

ESSENTIAL JOB FUNCTIONS:  

 

1. Plans and coordinates training and development programs, including scheduling, program 

and agenda development, invitations and contacting public relations for media notification 

2. Coordinates special projects designed for resident participation and ensures that all programs 

comply with applicable policies and procedures of the Authority and HUD. 

3. Conducts training sessions and monthly workshops; develops new courses; coordinates 

logistics of training sessions; negotiates with outside trainers to provide instruction, as 

needed.  

4. Produces monthly newsletter/calendar to highlight community events and market HAS 

programs 

5. Provides technical and operational support to Resident Associations in the operation of 

resident participation programs and activities. 

6. Maintains contact each month with Resident Association leaders to keep them informed of 

program activities and to support Resident Association activities. 



7. Serves as Hearing Officer for informal hearings for public housing residents and/or applicant 

hearings and documents all decisions.  

8. Works closely with HAS staff to identify skills needed by public housing residents; assesses 

current skill levels of residents; monitors effectiveness of programs and sessions; promotes 

and markets the training program through monthly calendars, flyer dissemination, etc….  

9. Plans, organizes, coordinates, and recommends actions to improve the efficiency and 

effectiveness of services provided by the Neighborhood Resource Center and to alleviate the 

negative impact of physical, economic, and social conditions within public housing.  

10. Conducts presentations at Residents Association meetings to market programs at the NRC 

and to encourage participation.  

11. Performs outreach to the general community to encourage participation in the services and 

programs in the Housing Authority of Savannah’s Neighborhood Resource Center.  

12. Develops partnership/space use agreements for community partners who will provide on-site 

activities in support of HAS initiatives.  

13. Makes recommendations to department director and administrators regarding participant 

need for training, technical assistance, and budgeting training. Develops new courses as 

requested. Identifies qualified instructors to teach training classes.  

14. Maintains records on outreach activities, participant recruitment, attendance and completion 

of training courses, etc; tracks participants who have completed courses.  

15. Performs all other duties as assigned. 

 

REQUIRED KNOWLEDGE AND ABILITY:  

 

1. Knowledge of the general operations and procedures of a Public Housing Agency (PHA).  

2. Knowledge of the purposes, policies, and regulations of the Housing Authority of 

Savannah as established by the Board of Commissioners.  

3. Knowledge of the Code of Federal Regulations as it relates to Tenant Participation. 

4. Knowledge of the local, state and federal laws governing public and other subsidized 

housing programs  

5. Knowledge of community/social services available locally and through local, state and 

federal agencies and or funding sources, with emphasis placed on the mental health 

providers.  

6. Knowledge of social trends and economic conditions and their application to overall 

community service programs, and knowledge of the sources and availability of 

information relating to social services with ability to secure the confidence and 

cooperation of other public agencies.  

7. Knowledge of functions, personnel and organizations of city and county departments and 

applicable local, state and federal resource agencies and eligibility requirement for 

assistance.  

8. Skilled in the use of various office machines and equipment.  

9. Ability to listen to residents and evaluate and assess needs of residents.  

10. Ability to develop and organize self-sufficiency trainings/activities.  

11. Ability to coordinate the activities of various groups and organizations.  

12. Ability to interpret and make independent decisions based on policy guidelines 

established by the Housing Authority of Savannah.  

13. Ability to comprehend diverse ethnic or cultural points of view without personal bias in a 

problem solving situation.  

14. Ability to develop and maintain a cooperative working relationship with other 

professionals.  



15. Ability to maintain moderately complex records and to write clear and concise records 

and reports.  

16. Knowledge of the occupational hazards and safety precautions that accompany the job.  

17. Ability to work in less than ideal conditions, e.g. noise, unclean homes, etc.  

 

MINIMUM TRAINING AND/OR EXPERIENCE:  

 
Bachelor’s Degree in Sociology, Public Administration, Education, Social or Behavioral Science, Public 

Relations, Business Administration or related field and two to three years of community field experience 

and project coordination, or two years of professional experience in training, program coordination and 

facilitation; or any equivalent combination of education, training, and experience which meets the 

required knowledge, skills and abilities. Must possess excellent verbal and written communications 

skills, computer experience and be proficient with Microsoft applications. Master’s degree 

preferred. 

 

 

SPECIAL REQUIREMENTS:  

1. Possession of a valid driver’s license.  

2. Able to be covered under the Housing Authority’s fidelity bond.  

3. Ability to work flexible hours. 


