COCAAN JOB DESCRIPTION

Title:  Housing Advocate 

I  
Job Purpose: 

 The Housing Advocate is responsible to perform intakes for clients accessing COCAAN services, coordinate the major program components for self-sufficiency program participants, ensure effective delivery of program components and support services, and develop and maintain good working relationships with other service providers in the local area.

II.
Duties, Tasks and Responsibilities: 

These are the major job duties, listed in priority order, including the percentage of time estimated for each category.  Management reserves the right to add, modify or delete duties as it deems necessary at any time.

Supervisory Duties:  (5%)

1) Provides training to new staff as assigned by program coordinator

Direct Services: (95%)

1) Performs intakes for and provides information and referral to COCAAN services and community resources. 

2) Leads and/or coordinates client education programs including preparation of material and scheduling presentations to meet client needs and contract requirements.

3) Works with program participants using case management assessment tools to establish an individualized service plan. 

4) Provides information to the community, agencies and organizations about COCAAN, its services and the needs of low-income persons. 

5) Advocates and arranges for delivery of services, monitors service delivery to see that objectives are being met, ensures appropriate revisions are identified and implemented. 

6) Participates in building community network with other service providers. 

7) Attends COHSP and community meetings.

8) Provides individualized counseling to program participants, focusing on building self-esteem, setting goals, and developing crisis management skills. 

9) Network with community college and other training institutes to provide COHSP client’s information about available educational or training opportunities. 

10) Maintains all records pertaining to program activities, tracks, and documents all case management and support services provided as well as participant’s progress towards self-sufficiency. 

11) Provides program activity reports as needed to meet program requirements.

12) Manage office: responsible for supplies, computer and copier maintenance, petty cash, phone and public contact.

13) Participates in program development and evaluation.

14) Participates in periodic community assessments and studies.

15) Develop and coordinate job development activities for clients. 

16) Facilitates emergency services including LIEAP, Oregon Heat, Cascade Gas, and emergency housing as assigned.

III. Skills, Knowledge and Abilities:  

Specifically describe the knowledge requirement of each skill.  These are the requirements to perform the job duties.

· Ability to work in a generally regulated environment with regular review by supervisor. 

· Ability to work with variable situation which requires analysis and application of company/program policies and procedures.

· Ability to plan and carry out assignment to meet objectives, deadlines and targets. 

· Ability to resolve most deviations and problems within program guidelines. 

· Ability to communicate and interact effectively with target group and the general public. 

· Ability to work as part of a team.

· Ability to maintain accurate records and client files.

· Ability to coordinate and lead client workshops.

· Ability to maintain client and agency confidentiality.

IV.Qualifications:

· Education and /or equivalent work experience are necessary to perform this job.

· Professional level of knowledge of case management practices. Six years or more work experience or combination of four years academic and two years work experience in social services, human service, case management or related field. 

· Valid drivers license and access to vehicle or equivalent means of transportation.

· Ability to speak and write fluently in Spanish preferred.
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