
 

  

NOTICE OF JOB POSITION OPENING              DATE POSTED: December 4, 2018 

 
POSITION TITLE: Customer Journey Specialist 

LOCATION:  McAllen HOC Office 

REPORTS TO:  Director of Homebuyer Development 

PAY RANGE:  Pay Grade A ($21,840 – $32,760)  

 

PRIMARY PURPOSE: 

To ensure that the service-delivery system operates smoothly from customer intake through customer closing 
and beyond. To facilitate the lot and floor plans selection and material selections as expeditiously as possible 
and with excellent customer service.  Maintain communication of customer’s home construction process through 
weekly updates. To provide support to the Director of Homebuyer Development and center based Operations 
staff. 

 

RESPONSIBILITIES:  

1. Assists the HOC Customer Service Representative to deliver high-quality customer service to all 
individuals who come into or call the AHSTI’s Neighborworks® HomeOwnership Center (HOC). 

2. Recommends improvements in products and procedures as necessary to ensure the optimum 
efficiency and effectiveness of the service-delivery system. 

3. Ensure customer satisfaction through on-going follow up.  
4. Sells the company’s product in a manner consistent with company policy.  
5. Understands and utilizes all sales forms, reports, procedures, contracts and policies. 
6. Displays a thorough knowledge of the company’s home elevations, subdivisions, and relative program 

requirements. 
7. Assists customers with selection of subdivision lot, house plan / elevation, and structural options 
8. Greets all prospective customers as well as demonstrates the model home. 
9. Provides administrative support to Home Buyer Development Staff. 
10. Assists with the preparatory tasks and logistics for all group education classes. 
11. Assists in scheduling clients for appointments as needed 
12. Maintain profiles for clients. 
13. Primary contact for complete client profiles including verifying that dispatch was correct 
14. Conduct Customer Journey meeting with customer 
15. Conduct Material Selections with clients, as needed. 
16. Complete Salesforce reporting as needed 
17. Follows procedures contact attempts and de-activates non responders.  
18. Collects and enters surveys into Survey Monkey. 
19. Maintain a high level of ethical behavior and confidentiality of information. 



 

  

20. Adhere to the Company’s policy on attendance. 
21. Adhere to the Company's punctuality standards. 
22. Perform all duties in a safe manner to avoid injury to oneself and/or others. 
23. Perform other related duties as requested and assigned. 

 

EDUCATION/CERTIFICATION/EXPERIENCE: 

1. High school degree from an accredited high school 
2. Two years college coursework from an accredited college/university preferred 

 
OTHER SKILLS: 

1.  Successful candidate must be able to work in a fast-paced & dynamically changing environment. 
 
 

Complete online application here. Questions? Email careers@ahsti.org  

 

 

http://184.168.170.120/appemploymentahsti/
mailto:careers@ahsti.org

