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JOB DESCRIPTION
Job Title:

PROGRAM ASSISTANT/CASE AIDE 
Hours:                           Full time - 40 hours per week 8am -5pm (Flexible to meet program goals)
Supervisor:

PROGRAM MANAGER/ASSESSMENT COORDINATOR 
Job Class:

NON-EXEMPT

JOB SUMMARY:

This position is critical to the success of our programs and organization because the position is the face of the agency to the public.  The position will greet visitors in person and over the phone and will connect them to crucial resources.  In addition, identifying potential emergency shelter beds, scheduling hotel reservations, coordinating payment, preparing food packages and other emergency needs, and arranging transportation are regular activities of the position.  Will conduct the initial intake with clients and may provide screening and assessment interviews to determine program eligibility.  Will supervise and work as a team with the Intake and Referral Specialist and others and will use your/their talents and skills to perform a variety of duties that support the smooth operation of the agency and programs. 
DUTIES AND RESPONSIBILITIES:
· Respond to inquiries for services and facilitate emergency housing placements with law enforcement 

· Refer ineligible participants to appropriate community resources 
· Provide initial intake and may conduct program eligibility standardized screening and assessment 
· Identify potential emergency shelter beds and advocate for client placement
· Assist with client follow-up for potential Journey Program’s placement and housing status
· Participate in case conferencing meetings

· Supports clients in accessing clothes closet and computer workstation

· Assist with linkage to mainstream resources, such as ID, public assistance applications, Career Centers, Social Security Disability, and more Services
· Seeks and disseminates resource information to support client needs

· Provide emergency transportation assistance to services and hotel/motel for the purposes of stabilizing the current crisis which may include accompanying client in court
· Report suspected child, adult and senior abuse and neglect as per established agency policy for non-emergency and emergency reporting procedures

· May document services and complete data entry into HMIS database within 48 hours from enrollment
· Coordinates the annual PIT Count and Project Homeless Connect in East County to support the needs of those who are suffering without a safe home

· Coordinates van use, meetings scheduling and set-up  

· Receives and stores donations that support client needs and may organize drives to supplement inventory as needed
· Completes monthly donation report for accounting department

· Maintains inventory and orders and shops for supplies  
· Maintains schedule for file purging and arranges shredding 
· Prepare communications, such as memos, emails, invoices, reports, flyers and other correspondence

· Operate office equipment including printers, copiers, fax machine, multi-media instruments
· Shares program and client stories for newsletter and may assist with social media posting

· Assist with planning and implementing program events and activities that inform clients, Crisis House staff, and outside community agencies about program services as needed 
· Assist in coordination and participates in other events such as quarterly birthday parties, annual fish camp, holiday adopt-a-family, Leap to Confidence Workshops, Camp HOPE, etc
· Manage info@crisishouse.org and route correspondence to the appropriate staff for response

· May open and close the facility on a daily basis

· Performs other related duties as assigned by immediate supervisor and other management as required.
Qualifications: 
· Minimum education:  High School Diploma or GED

· Preferred education:  Bachelor’s Degree in Social Work or related field 
· 2 years customer service experience (in a social services setting preferred) 
· 1 year direct experience working with survivors or disenfranchised families (or any equivalent combination of training and experience that provides the required knowledge, skills, and abilities).
· Fluent in Spanish/English including the ability to read and write preferred 
Other Experience:
· Completion of basic DV training strongly preferred

· Completion of 40 hours Domestic Violence training a plus
· Understanding of the principles of case management
· Working knowledge of local domestic violence and other shelter referral systems, transitional and permanent housing resources preferred.

· Experience with client data base system
· Excellent communication and organization skills

· Proficient with computer systems and software including Microsoft Suite, and technical skills in graphic design using publisher, Canva, is a plus

· Open to attending Camp HOPE camping annually to support clients

Characteristics:

· Demonstrates compassion and respect in all interactions and the ability to de-escalate situations
· Demonstrates ability to apply independent judgement and problem solving skills in critical situations

· Ability to work as a team and independently

· Understands the mission of organization and can articulate how this position is integral to agency goals

· Excited to support the organization to achieve success

Other Requirements: 
· Possess a valid California driver’s license, have own reliable transportation with current insurance (reimbursed mileage from the agency to the location and back) when company van is not available

· Must pass DMV clearance for use of company van
· Complete a criminal background check

· Maintain client confidentiality

· Maintain a well-organized and clean work environment and meet deadlines

· Detail oriented and follows attendance requirements
· Ability to think clearly and quickly to maintain workload 
· Ability to effectively and efficiently work on multiple tasks with competing priorities without becoming frustrated or disorganized.
· Willing to take on new tasks 
· This position is not able to tele-commute

Physical Requirements and Working Conditions:

· This position is stationed in the lobby/waiting room and may be noisy and require patience with crying children and with potentially difficult and demanding customers

· May need to access 2nd floor without elevator

· Long time sitting, talking on the phone and looking at a computer screen, typing correspondence working with spreadsheets

· Able to lift and carry office supply orders and boxes, and donations of diapers, formula, clothing generally less than 30lbs.
· Support the work of all staff and management; roles are versatile and require employees to be adaptable

This job description is not meant to be a complete listing of professional duties or responsibilities. Management reserves the right to amend any job description and/or procedure herein. Management will make every effort to notify employees of said changes within a reasonable amount of time.

No implied or in fact consent is created between employee and Crisis House, by any provision of this job description. Employment is deemed “at will” by both the employee and Crisis House.

My signature below indicates that I have read and understand what is required of my position.


             ____________________

  Employee Acknowledgment of Receipt



Date

             ____________________

  Immediate Supervisor





Date

Crisis House is an equal opportunity employer and makes employment decisions on the basis of merit, qualifications and competence. Company policy prohibits unlawful discrimination based on gender, race, color, religion, creed, national origin, ancestry, citizenship, pregnancy, age, marital status, sexual orientation, medical condition, physical or mental disability or veteran status or any other consideration made unlawful by federal, state or local laws.
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