
Justine PETERSEN Housing and Reinvestment Corporation 
Housing Manager 

 
Justine PETERSEN Housing and Reinvestment Corporation’s mission is to connect institutional 
resources with the needs of low- to moderate-income families so they can build long- term assets. 
Justine PETERSEN (JP) achieves this goal through its products, which include credit building and 
financial education, homeownership preparation and retention, and micro-enterprise lending and 
training.  Our people-centered financing breaks barriers and economic divides by building equity, 
wealth, and financial freedom for diverse families and neighborhoods. JP is a Missouri not-for-profit 
501(c)(3) corporation and wholly owns a Community Development Financial Institution (CDFI), 

certified by the U.S. Department of Treasury  

The Gateway Neighborhood Mortgage (GNM) provides loans to qualified borrowers to purchase and improve 
homes in neighborhoods with depressed home values. The loans allow up to $75,000 over the appraised value for 
the purchase and renovation of homes. Participating banks will offer the loan product, providing homebuyers with 
consistent terms and rates on quality affordable mortgages. Homebuyers will receive homebuyer counseling and a 
project manager will help oversee renovation of the homes. 

 
Key Responsibilities 
Manage a pipeline of prospective homebuyers interested in the Gateway Neighborhood Mortgage (GNM).  Provide 
financial and homebuyer counseling and education.  Manage construction projects.  Manage the GNM Fund. 

Job Duties: 

I. Intake Process 
a. Daily, call potential clients looking to purchase homes to assess their needs, explain document 

requirements and next steps  
b. Assist prospective borrowers to complete the intake form and provide required documents 
c. Schedule clients for counseling sessions 
d. Provide early or late appointments at least one day a week for clients 

 
II. Financial Counseling. Justine PETERSEN uses a holistic people-centered asset building approach with clients. 

Meet one-on-one with individuals looking to purchase a home.  
a. Educate client on JP’s best practices of how to build credit specific to client’s goals 
b. Understand and explain to client how to read a credit report 
c. Prepare monthly budget to assess client’s ability to manage monthly obligations, build savings and 

reduce debt 
d. Create credit action plan to assist client to address credit and savings barriers to accessing affordable 

financing 
e. Assist clients to connect to credit building products and banking services 
f. As appropriate, discuss next steps in the home buying process 
g. Ensure all client information is entered and updated in client management system, VistaShare 

 
III. Homebuyer counseling and education 

a. Meet individually with prospective homebuyers to assess mortgage loan readiness 
b. Create housing action plan to assist client to prepare for loan readiness 
c. Teach homebuyer education and GNM specific education 
d. Facilitate introduction of prospective homebuyer to a Participating Lender for a GNM pre-approval 
e. Assist with loan packaging as requested 



f. Maintain communication between Participating Lender and client (Program Participant) throughout the 
process. 
 

IV. Home Buying Process 
a. Maintain communication with Program Participant and real estate agent throughout the home buying 

process. 
b. Participate in the home inspection process.  Provide educational materials on the importance of home 

inspection and what to ask a home inspector.  Attend the inspection with the Program Participant. 
c. Review the inspection report and identify which items should be addressed as part of the building 

resolution. 
d. Prepare a scope of work with the General Contractor to using the building inspection and a property 

walk-thru. 
e. Review the appraisal with the Participating Lender to determine the amount of the first mortgage and 

GNM. 
 

V. Construction Management 
a. Solicit bids for work.  Prepare request for proposal, distribute to select contractors and coordinate 

property walk thru. 
b. Select contractor in consultation with General Contractor.  Review bids with the homeowners and 

negotiate contract based on capacity and price.  Prepare contract and obtain signatures. 
c. Coordinate Pre-Construction Inspection meeting.  Visit home and document (photograph and narrative) 

conditions prior to work.  Meet with the homeowner, General Contractor, and contractor prior to 
construction start to review scope. 

d. Review pay applications.   Compare pay application and construction bid for appropriateness.  
Coordinate General Contractor to inspect and document completed work prior to pay authorization. 

e. Authorize Contractor Payment. 
 

VI. GNM Homeowner Support 
a. Maintain communication with a GNM homeowners 
b. Provide support in the transition to homeownership 
c. Provide financial counseling as requested 

 
VII. GNM Fund Management 

a. Track Program Participants and inquiries and provide monthly status report to Board of Managers of the 
Fund 

b. Work with JP Finance Department to: 
i. Maintain accurate accounting of program funds and communicate with Participating Lenders 

GNM Fund availability. 
ii. Facilitate the purchase of all Gateway Neighborhood Mortgages 

iii. Reconcile principal and interest payments received from Program Participants by Participating 
Lenders. 

c. Facilitate Board meetings for the GNM Fund. 
 

This job might be for you if: 

You think on your feet. You like learning new things, and you can learn them quickly. When things change, you know 
how to roll with the punches. 

You’re a self-starter.  You are self-confident. Armed with knowledge of your job and organization you are always looking 
to make things better for your clients and team. 



You are a problem solver.  You might not know the answer yourself, but you’re going to figure it out. 

You pay attention to details.  As far as you’re concerned, anything worth doing is worth doing right, every single time.  
You stay focused, and nothing falls through the cracks on your watch. 

You might not be a tech wiz, but you learn new programs quickly. 

You communicate clearly. You can explain just about anything to anyone, and you’re comfortable communicating via 
email and on the phone. 

You can work in an open and lively office. 

You believe that a holistic people-centered asset building approach can make a visible difference in the lives of diverse 
families. You embrace that building credit by accessing and managing financial products is a powerful way to build 
assets, especially for low-income people. You know the basics about credit cards, credit reports and scores, have some 
familiarity with buying a home and you are keen to learn more. 

You are familiar with construction or home improvement projects and have a strong interest in rehabbing older homes. 

You have at least five years of relevant work experience, or a Master’s degree and at least two years of relevant work 
experience. 

How to apply: 

Email your resume and cover letter to sflanigan@justinepetersen.org.  In your cover letter, please provide a roadmap for 
your resume and experience: What parts of your resume should we pay particular attention to? Why are you a great fit 
for this position? In particular, we would like to know about your experiences working one-on-one with people and 
managing construction projects. 

Full-time position  
Job location: St. Louis Office 
Salary Range: $45,000-$48,000 

Please visit our website at www.justinepetersen.org. EOE 
 


