
 

 
 

 
 

*Employment Opportunity* 

Fair Housing Test Coordinator  
 

New Jersey Citizen Action Education Fund, NJCAEF, is a nonprofit 501(c)(3) organization that works to 

empower low- and moderate-income people through research, education and training on public policy issues 

important to working families and seniors. NJCAEF is a HUD designated fair housing organization, ensuring 

compliance of the fair housing act, throughout New Jersey through education and testing investigations. 

 

Position Summary:  NJCAEF is hiring a full‐time, Test Coordinator (TC), with at least 1 year of experience as 

a Fair Housing Tester or Test Coordinator, for the fair housing department. Testing is a method of measuring and 

documenting differences in treatment experienced by home-seekers. The Testing Coordinator is primarily 

responsible for administering the agency’s testing program as well as advocating for home seekers who have 

experienced housing discrimination. Working under the direction of the Director, the Testing Coordinator’s 

primary duty is planning, coordinating and evaluating fair housing testing investigations and maintaining all 

documentation relating to complaint allegations and investigations. The Test Coordinator will work 

collaboratively with the Intake Coordinator on intake and case management of fair housing complaint allegations, 

technical assistance requests, landlord/tenant complaints, and requests for fair housing information or referrals.  
   

Essential Responsibilities: 
 

The responsibilities of the Testing Coordinator include but are not limited to:  

 

 Tester Recruitment, Training and Management:  

 Conduct community outreach and related strategies to provide information about fair housing rights, 

gain support for the project and recruit fair housing testers  

 Organize and conduct tester trainings utilizing approved methodologies for testing for possible housing 

discrimination  

 Coordinate tester schedules to ensure availability to complete assignments 

 Develop and implement initiatives that engage and otherwise encourage tester retention 

 Recruit and maintain a diverse pool of fair housing testers  

 Investigate individual and systemic cases of housing discrimination and coordinate systemic, audit, and 

complaint-based tests 

 Coordinate fair housing tests by assigning appropriate, qualified and trained testers, designing the tests 

using approved methodology, debriefing the testers, maintaining and evaluating test data, and reporting 

test results  

 Maintain detailed case records; prepare and present accurate and reliable summaries of findings, 

recommendations and relevant statistical data  

 Work with legal staff to enhance responses to discrimination complaints  

 Develop a working knowledge of mapping software and other methods to identify sites for systemic fair 

housing investigations  

 

 

 

 



 

 
 

Additional Responsibilities:  

 

 Create and update tester training and reporting materials as necessary  

 Conduct intake of suspected cases of housing discrimination; advise clients on housing rights and make 

appropriate referrals  

 Research property owners, tax records, corporate ownership, and other related items as necessary to 

complete an investigation for enforcement proceedings  

 Provide testimony, if needed, at deposition or at trial regarding all aspects of the testing investigation  

 Identify emerging issues and develop programs to appropriately address them  

 Keep informed of developments in federal, state, and local laws, regulations, guidelines, and court cases  

 Share in organization’s development and administrative tasks and events as needed  

 Maintain data systems, meticulous records of activities, and prepare periodic activity reports for funders  

 Assist with document preparation in legal proceedings as required 

 Attend appropriate training for fair housing/other skills development 

 Attend community meetings to recruit potential fair housing testers and network with other community 

groups for referrals and testers  

 Conduct community-based education and outreach activities for target geographic areas or 

constituencies, as needed  

 

Required Education and Experience:  

 

 Associates degree from an accredited college or university 

 At least 1 year of experience as a Tester or Test Coordinator 

 Experience working with low‐ and moderate‐income individuals and communities a plus 

 Ability to work some night and weekend hours as needed. 

 

Compensation:  
 

Full-time position. Salary $53K+ depending on experience with comprehensive health care, dental, vacation, 

and other benefits.  

 

Position based in our Highland Park office.  

 

Email cover letter and resume to:  

 

Rosemary Nwabueze, Director of Empowerment Programs 

Email: jobs@njcitizenaction.org  

Visit our website www.njcitizenaction.org  

 

NJCAEF is an Equal Opportunity Employer – Women and people of color are encouraged to apply! 

 

 
 

http://www.njcitizenaction.org/

