
 
 

                                           Job Title: Housing Stabilization Transition Coordinator 

Job Type: Full-time  

Location: North Hollywood 

 

Duties & Responsibilities 

The Housing Stabilization Transition Coordinator is responsible for coordinating all aspects of the 
move-in process for formerly homeless individuals and couples. The purpose of this position is to ease 
the transition from homelessness to being permanently housed. In addition, this position will be 
responsible for ensuring smooth coordination of services between departments. The Coordinator will 
interact with a diverse population of participants, staff, landlords, etc. and must be able to coordinate 
move-in activities quickly and smoothly upon short notice in an effort to make the process 
comfortable for the individual or couple. This position will work with participants/couples for a short 
period of time (2 weeks max) and must be able to maximize the services they are able to offer during 
this time. 
 
SPECIFIC DUTIES  

 Receive and coordinate referrals between Housing Navigation and Housing Stabilization 

Departments. Ensure that referrals are processed within 24 hours of receipt. 

 Coordinate and attend all lease signings of newly housed individuals. This may require 

adjusting work schedule to accommodate the date and time of the scheduled lease-signing. Interface 

with landlords during the move-in process. Be responsible for initial payments to the landlord. Support 

and educate participants of their responsibilities and next steps during lease-signing.  

 Inspect apartment with participant, note and communicate any repair/maintenance concerns 

to landlord. 

 Conduct needs assessment and develop plan to ensure all immediate participant needs are 

met within the first week of move-in. Order and coordinate delivery of furniture and provide 

hygiene/other items, as necessary. Provide community resources and referrals to participant; schedule 

site visit to community resources if necessary. 

 Coordinate transfer of participant to Housing Stabilizer (follow-up provider) via warm handoff 

within one week of participant move-in. Attend first home visit with Housing Stabilizer and review 

follow-up activities needed and any concerns noted. 

 Document all interactions and services provided to participant and collateral in HMIS 

(Homeless Management Information System) and other applicable electronic databases within 

mandated timeframes. Update participant information where necessary, and inform Housing 

Navigation and Stabilization teams of relevant information, such as lease commencement date. 

 Review participant file and ensure that it is complete with all required documentation at 

various transition points. Verify information on the lease and in HMIS entries. Coordinate with Housing 

Navigation team and Stabilizers to address file corrections and retrieve pending documentation. 

Coordinate with Data team to exit and enroll participants in applicable programs when necessary. 

 
 



•Dignity                         •Perseverance                       •Collaboration                    •Leadership 

Education, Experience and Skills: 

EDUCATION: 
BA in social services or AA degree 
 

EXPERIENCE: 
 Three years of experience in social services 

 

KNOWLEDGE AND SKILLS 

 Demonstrated knowledge of housing stabilization skills including tenant rights, standard 

lease agreement adherence, and community resource-linkage  

 Knowledge of housing assistance programs 

 Tenant/landlord law and tenant/landlord relations 

 Strong interpersonal skills, cultural competence and ability to employ sensitivity in building 

rapport with clientele; ability to network and build relationships quickly and easily 

 Practical knowledge and use of HMIS or other electronic database system/s 

 Experience utilizing Excel to capture and synthesize data 

 Strong advocacy skills and ability to act as a liaison between various parties to meet needs, 

such as participant and landlord/property owner or between staff members 

 Creative and solution-focused problem-solving skills 

 Bilingual: Spanish/English preferred, but not required 

 Knowledge of Housing First Model, Harm Reduction, and Motivational Interviewing and 

other best practices serving formerly homeless individuals 

 Must have valid CA driver’s license and acceptable DMV record, as driving to participants’ 

homes and community/staff meetings is required 

LAFH Benefits:   

Health, Dental, Vision, Life, Voluntary Life, 403B Retirement Plan, 529 Education Savings Plan, Long 
Term Disability, Employee Assistance Program, AFLAC Policies, AFLAC FSAs, Legal Policy, Employee 
Appreciation Program, Company Sponsored Employee Outings,9/80 Alternative Work Schedule, Paid 
Sick, Vacation and 11 Observed Holidays. 

Equal Employment Opportunity Statement:   

EEO: LAFH is committed to providing equal employment opportunities for applicants and employees. 
 
FAIR CHANCE INITIATIVE: LAFH is in compliance with the Fair Chance Initiative for Hiring and will 
consider qualified applicants with criminal histories. 

To Apply: 

Email your resume and cover letter to HR@lafh.org 

 

mailto:HR@lafh.org

