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Weatherization & Housing Program Coordinator Wanted 
Are you looking for a position that makes a difference in the lives of others? Look no further!  

We are looking for a professional, enthusiastic, and organized individual to join our team working in our 
Community Development Department. This position is a remote or hybrid position located out of our Waite 

Park office and the ideal candidate should be personable, customer-focused, detail-oriented, a logical thinker 
and a proactive problem-solver.  

Other benefits include: 12 paid holidays per year, Vacation, Health, Dental, Retirement, Life Insurance, etc.  
Starting wage is $19.52-23.43 per hour 

Primary responsibilities of this full-time position will include:  
* Implement and monitor Weatherization and other Housing programs that assists 
people to maintain affordable and safe housing. 
*Responsible for the coordination of tracking of weatherization and housing jobs, assign 
appropriate cost centers, maintaining of client and contractor files, recording of 
appropriate information at county and state level.  
*Provide direction to staff/ volunteers to ensure efficiency of operations and monitor 
progress towards program goals and outcomes according to program guidelines and requirements. 
*Assist in program planning, goal setting, evaluation plans, measuring outcomes, develop tracking systems, 
and report program activities to funders as necessary. 
*Coordinate various Weatherization and Housing Rehab Projects: including client eligibility, communication 
with staff, tracking project activities and budgets, invoicing and closing documents. 
 

Qualifications 
*Associate degree and three years’ experience OR five years’ experience in field of real estate, energy 
conservation, or construction business.   
*Proficient with MS Office products (Word, Excel, Outlook) and a high level of clerical office skills. 
*Strong written and verbal communication skills, including customer service skills, maintain confidentiality.  
*Ability to work effectively with individuals from diverse backgrounds.  
*Strong organizational and problem-solving skills, with special attention to detail. 
*Must be able to work and maintain confidential information. 
*Excellent organizational skills, ability to prioritize tasks and meet deadlines.  
*Experience in budget monitoring and accounts payable, preferred.  
*Knowledge of real estate, mortgage loans, home construction, preferred.  
 

For application materials:  
Go to our website: Apply online at www.tricap.org, or email: hr@tricap.org or call our office (320) 257-4511 to 
request an application. Position open until filled.   

The mission of Tri-CAP is to enhance and expand opportunities for the economic and social well-being of our residents 
and our communities. 
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