
ABWK (A Brush with Kindness) Program Coordinator 

  

  

Job Summary: 
The ABWK Program Coordinator is responsible for all Dallas Area Habitat for Humanity 

procedures for the qualification of homeowner families eligible for home repair in 

neighborhoods where Dallas Habitat is building new homes and the program is designed to 

support homeowners after they have been selected. This position will supervise and coordinate 

the family selection and qualification process and manage each individual project to a successful 

completion on time and budget. 

  

Essential Duties and Responsibilities 

Case Management: 
 Assure Dallas Area Habitat for Humanity qualification guidelines are maintained and 

ensure the accuracy of all project files. 

 Counsel families through the program from the initial interview through the completion 

of home repair 

 Ensure data integrity and process inputs by using the established system to analyze 

client’s ability to qualify 

 Process ABWK applications 

 Complete annually funded ABWK projects, as assigned by the Director 

 Communicate and collaborate with management regarding homeowners’ issues with 

Habitat (e.g. construction, home repair) 

 Handle diversified duties and balance workload to meet deadlines 

 Provide mentoring to the family 

 Assist with the organization and facilitation of empowerment offerings for Dallas Habitat 

Partner Families, volunteers, neighborhood leaders and neighborhoods 

 Provide, analyze, and coordinate empowerment offerings to achieve established goals 

 Coordinate and organize department-related events, sponsored by Dallas Habitat and held 

in collaboration with partner organizations 

 May coordinate and attend community events/fairs with and on behalf of the 

neighborhood empowerment team 

 Perform administrative duties as needed to maintain department function and efficiency 

 Perform ad-hoc duties as assigned by Director of Volunteer Construction. 

                                                                                                                                                        

Marketing: 
 Participate in outreach activities and programs that help outside organizations and service 

providers understand Dallas Area Habitat for Humanity’s ABWK program and the 

qualification process 

  

General Activities: 
 Manage and respond to correspondence from partners, Habitat families, etc. 

 Adhere to Dallas Area Habitat for Humanity confidentiality requirements and standards 

 Ability to effectively resolve conflict and cope with delicate situations 

 Attend all required staff meetings and in-service training as required 



 Perform other duties and/or job responsibilities assigned and/or requested by senior 

management 

  

Qualifications and Skills Required (Minimum): 
 Strong program/project management skills. 

 Must be self-disciplined, a team-player, driven, able to demonstrate initiative, and pay 

strong attention to details 

 Results-oriented. 

 Must maintain a professional and resourceful style with the ability to overcome obstacles 

while managing multiple tasks and projects simultaneously. 

 Ability to effectively establish and maintain cooperative working relationships with a 

diverse population. 

 Adapts quickly to changes in the environment and able to deal with frequent change, 

delays or unexpected events. 

 Comfortable articulating Habitat for Humanity's mission and values, as well as engaging 

interested volunteers and donors to participate. 

 Fluency in written and spoken Spanish and English is a requirement 

 Proficiency using applications such as MS Office, especially Excel and learn new 

applications. 

 Valid Texas driver's license and operational vehicle. 

 Strong written and verbal communication with excellent interpersonal skills 

  

Education and/or Experience Required (Minimum): 
 Bachelor’s degree in business, social work or related field, or equivalent experience, 

required. 

  

Preferred: 

 Experience working with volunteers preferred. 

  

Please submit your resume and any questions to Denean Smith at dsmith@dallas-habitat.org 
 

mailto:dsmith@dallas-habitat.org

