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POSITION DESCRIPTION 

Tenant Navigator 

 

If interested in the position, please submit a cover letter and resume to Marc Rittle, Executive Director, at 

jmrittle@newbethanyministries.org 

 

SUMMARY: 

The Tenant Navigator works to assist tenants and property owners who are managing rental payment 

arrears challenges which may result in eviction proceedings a result of COVID-19 economic dislocation. 

Tenant Navigators also assist clients generally as their case manager, providing referrals and assuring 

their financial stability. This is a full-time non-exempt position starting at $20 hourly. 

 

ACCOUNTABILITY: 

The Tenant Navigator is accountable to the Director of Social Services. 

 

SPECIFIC RESPONSIBILITIES:  

The Tenant Navigator will:  

1. Conduct intakes with tenants in need of rental assistance due to COVID-19 

2. Determine tenants’ eligibility for rental assistance under currently available housing and rental 

assistance programs 

3. Assist tenants development of rental arrears repayment plans utilizing least amount of financial 

assistance available 

4. Collect necessary paperwork to process applications for rental assistance and works with fiscal 

agent to ensure release of funds 

5. Ensure files, notes, and documents are timely and accurately maintained 

6. When necessary, educate clients regarding tenant/landlord rights and responsibilities, the eviction 

processes and the housing court system 

7. Refer tenants to financial counseling services, legal services, and social services as needed 

8. Develop effective relations with property owners to identify opportunities for economy of scale 

negotiations on behalf of multiple tenants in property owners’ portfolio 

9. Maintain working relationships with property owners, tenants, and other officials 

10. Resolve conflicts effectively 

11. Attend professional development training 

12. Work collaboratively with Outreach Worker, Case Manager and Operations Director 

13. Other duties as assigned by Manager 

 

QUALIFICATIONS: 

1. Associate degree in human services, social work, psychology, public health, or a related field. 

2. Demonstrated ability to provide one-on-one case management or coaching. 

3. Excellent organizational, writing, communication, and problem-solving skills. 

4. Ability to manage challenging situations and crises, work independently and collaboratively. 

5. Ability to work flexible hours, including evenings and weekends. 

6. Employee may not have an Indicated or Founded Child Abuse Offense.  

 


