
Program Associate 
Posted 5/18/2020 
 

 
 
Program Associate needed for Habitat for Humanity of San Antonio, a large non-profit, single family home 
builder and social service provider.  We are seeking a proficient, results-oriented candidate with excellent skills 
for this position.  If you are a fun, energetic person with good coordinating and communication skills and are 
looking for a meaningful job, with good pay, GREAT benefits, and a stable employer, we could be the place for 
you!   
 
We work hard but celebrate families so we offer unique benefits like being closed from Christmas Eve through 
New Year’s Day as PAID holiday leave!  We offer a reasonable work schedule, paid vacation, paid sick leave, a 
great retirement plan with a generous employer match, paid employee health insurance with generous cost-sharing 
for dependent health, and many other benefits to help our employees take care of their own families.  
 
This position will further develop and implement an effective new infill home ownership program for first time 
homebuyers. Position duties include, but are not limited to:  

 Conducts outreach activities to build pipeline of qualified homebuyers. Liaisons with external agencies 
and prepares and presents program information for various audiences. Develops marketing content for 
print, website and social media platforms; 

 Coordinates all aspects of the home buying process by working closely with homebuyers, realtors, escrow 
officers, lenders, and construction department staff. Ensures first time homebuyers have access to 
knowledge and resources to make the home buying process transparent and fair; 

 Actively participates in enhancing and improving infill home ownership program. Tracks homebuyer 
feedback and program statistics, uses data to improve internal and external processes and materials, 
prepares and submits annual and other reports; 

 
Qualifications include:  

 Bachelor’s Degree or equivalent experience in position-relevant field such as planning, business, real 
estate finance, communications, or psychology; 

 Minimum 2 years’ work experience (can include internships, AmeriCorps, VISTA, etc);   

 Goal and team oriented, a positive attitude with a good sense of humor, great people skills, with strong 
written and oral communication skills (bilingual in Spanish is a plus);  

 Great organizational and written and oral communication skills and ability to effectively multi-task to 
meet deadlines with minimal supervision; 

 Proficient computer skills with independent operation and utilization of Microsoft Office software 
programs including Word, Excel, PowerPoint, Publisher, and Outlook and Adobe Creative Suite; 

 Experience with print and web layout and design;  

 
This full-time position generally works Monday-Friday. Normal office hours are 8:00 a.m. – 5:00 p.m. however 
exact hours will vary to accommodate some evening hours several days a month with occasional Saturday 
meetings and events.  Habitat has a smoke and tobacco free environment. 

 
EOE.  Interested candidates should submit a cover letter, resume, and preferred salary range to:  Attn: PA 

 By email with “PA” in the subject line to jobs@HabitatSA.org, OR 
 By fax to (210) 223-5536, OR 
 By mail or delivery to Habitat’s administrative office to Attn: PA, 311 Probandt, San Antonio, TX 78204  


