
 

NeighborWorks® Pocatello 

JOB DESCRIPTION 

 

Title:  Construction Rehab Specialist  

Reports to:  Executive Director 

 

GENERAL FUNCTION 

The Rehab Specialist is responsible for overseeing the rehab (home improvement loan) program and 

assisting with the acquisition/rehab resell process.    This is a part-time position.   

 

REQUIRED SKILL OR KNOWLEDGE 

Comprehensive knowledge of local building codes.  Strong knowledge of general construction principles 

and practices, building materials, current prices, and quality control standards.  Knowledge of home 

inspection standards and practices.  Knowledge of Housing and Urban Development (HUD) guidelines 

and procedures is also preferred.   

Must be well-organized, highly motivated, self-starter, able to work on numerous projects at one time.  

Ability to accurately estimate costs of home improvement projects. Graduate from high school, GED, or 

vocational school or higher. Must have a valid Idaho State driver's license and adequate transportation 

to perform duties. Ability to communicate clearly, orally, or in writing; and compile and present oral and 

written reports. Good human relations skills and the ability to establish good working relations with 

local government officials, contractors, suppliers, and neighborhood residents. Able to climb ladders, 

inspect roofs, inspect attics, and crawl spaces. Strong computer skills. Ability to relate well with all kinds 

of people. 

 

MAJOR RESPONSIBILITES 

 Follows NWP Construction Management policies and procedures. 

 Solicits jobs for bid on behalf of home owners and NWP and verifies that selected contractors are 

competent and possess the necessary insurance, licenses, permits, etc. 

 Performs initial and final inspections with home owners, contractors and city building inspectors 

where applicable. 

 Maintains records of each project and ensures that all projects stay within allotted construction 

costs. 

 Verifies that all work has been done in accordance with drawings, plans, specifications, and city code 

requirements. 



 

 

 

REHAB LOAN PROGRAM: 

 Meets with customers in their homes to determine and discuss their rehabilitation needs and issues. 

 

 Performs inspections of customer’s homes according to HUD Housing Quality Standards 

 

 Prepares rehabilitation work write-ups, specifications and cost estimates 

 

 Acts as liaison with local building inspectors to assure that work write-ups and specifications meet 

local codes 

 

 Puts projects out to bid and assists with contractor solicitation process 

 

 Conducts walk-through inspections with contractors 

 

 Analyzes bids with homeowners; assists customers in selecting and negotiating with contractors 

 

 Performs progress inspections of rehabilitation projects 

 

 Analyzes and approves requests for change orders 

 

 Signs-off on work for progress payments and final payment and works with staff to assure that 

sufficient funds are in the construction escrow account 

 

 Takes “before” and “after” pictures of projects 

 

ACQUISITION/REHAB PROGRAM: 

 Identifies properties (including HUD owned properties) that would be suitable for acquisition, 

rehabilitation and resell to low and moderate income home owners.       

 Performs inspections and evaluations of potential properties for acquisition and rehab. 

 Determines the extent of rehab activity to the selected homes, the amount of rehab work required 

as compared to the expected selling price of the house, and the expected after-rehab value. 

 Creates work schedule to be performed on each property.  Initiates the rehab project overseeing 

that the work is completed satisfactorily and in a timely matter. 

 Responsible for implementing, monitoring, and ensuring the satisfactory completion of the rehab 

work on all acquired properties.  This includes ensuring that all required permits have been obtained 

and close out once the job is completed. 



 

 

 

 

OTHER DUTIES: 

 Provides staff support and other duties as assigned by Executive Director 

 

Working Relationships 

The Rehab Specialist is an ambassador of NeighborWorks® Pocatello and must maintain professional 

relationships with internal employees at all levels as well as with board members, residents, volunteers, 

external customers, vendors, and others involved in organizational operations.  

 
TERMS OF EMPLOYMENT:  This is a part-time non-exempt position. Pay is depended upon skills and 
experience.  Some benefits are included.    
 
 
TO APPLY:  Send resume, along with the names and contact information of three references to 
NeighborWorks Pocatello, 206 North Arthur, Pocatello, ID 83204 or mdahlquist@nwpocatello.org.   
 
Deadline to apply is Friday, December 2, 2016. 
 

mailto:mdahlquist@nwpocatello.org

