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WICAP JOB DESCRIPTION

TITLE:
Family Resources Director

PROGRAM:     Community Services Block Grant and Housing Service Grant(s)

RESPONSIBLE TO:
 Executive Director

POSITION SUMMARY: Performs all job responsibilities in a safe manner.  Assist the Executive Director and in assuring WICAP programs are in compliance.  Work closely with families to assist them in their endeavors to economic and housing security.  Work closely with organizations and groups within the community to assure that families are successful.    Be available to work with families in a variety of ways: educating, providing guidance, and referring to necessary agencies for assistance and counseling.  Work with Financial Officer in development of budgets as necessary.  Is responsible to assist in or apply for grants to supplement funding for Family Development and housing services.    Be a coach and a team player.  
PHYSICAL/MENTAL ABILITIES AND PROCESSES:

· Strong leadership skills.

· Substantial decision making in the allocation of resources to program contents. 

· Significant problem solving and decision making skills to assure program and system congruence.

· Ability to utilize agency resources, and technology to appropriately answer questions and provides guidance to families served.

· Strong computer literacy, keyboard skills (word processing, database and spreadsheets, Internet, software specific for position, and e-mail use required). 

· Ability to work independently, and in a team environment prioritizing and determining workload.

· Ability to focus on organization detail while maintaining a bigger picture vision.

· Ability to progress through Family Development training and obtain certification.

· Frequent travel between appointments and/or outreach activities to complete work responsibilities.

· Occasional sitting using computer keyboard, telephone and other office machines.

· Occasional standing to file documents, make copies, faxing, etc.

· Occasional lifting in excess of 25 lbs. at a time, stooping, bending, standing and reaching.

QUALIFICATIONS:

1. Bachelor’s Degree with a program of study, which included six or more courses in Social Services or related field and a minimum of one year’s experience in social work OR 6 years experience in the social service field working with families.

2. Three years experience in a supervisory role.

3. Two years experience in an administrative/management position.

4. Experience in Grant writing and/or budget management.

5.   Experience in interviewing individuals for program eligibility.
6. Experience in locating resources in the community, or appropriately outside the community, to assist families in their goals.

7.   Experience in providing leadership, solving problems and facilitating groups.
8.   Experience in maintaining detailed records on a computer system.

9. Current Driver’s License and access to a privately owned vehicle with liability insurance for use in completing work responsibilities, as needed.

10. Good verbal and written communications skills.

11. Bilingual in English and Spanish desirable, but not required.  The primary language in the workplace is English.
12. No prior convictions of abuse/neglect.  Criminal History Background Clearance.

Documented and verifiable on-the-job WICAP education and/or experience may be used as an equivalent to some of the experience qualifications.

EMPLOYMENT CONDITIONAL UPON RESULTS OF THE FOLLOWING:

· Criminal History Clearance
· Successful Drug and Alcohol Screening.
· Successful Physical Capacities Examination and TB screen results.
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RESPONSIBILITIES:

1. Ensure safety is a priority in performing all job responsibilities.  Provide safety training and ensure adherence to the safety policy.
2. Supervise Housing Service Staff.  
3. Handle all requests for Housing services and provide services on a priority basis (emergency nature of housing needs, protection of eviction for families).
4. Assist with and handle requests for Family Development services and referrals on a priority basis.
5. Complete service plans for family development needs and arrange for or refer to resources providing services.

6. Ensure facilitation and/or arrangements for training in the Housing Services and Family Development Programs.
7.  Act as an advocate for the low-income population; support the participants in accomplishing their goals by maintaining regular contact including being available at times convenient for them, assisting them in monitoring progress toward their goals, sharing evaluation of successes, assisting in the modification and adjustments of plans as needed to reach their goals. 

8. Implement all goals set forth in the Idaho Community Services Block Grant as established by the Executive Director, for the (CSBG) grant and as set forth in Housing Grants by providing clear and accurate records on contacts made and duties performed for families.

9. Conduct fact-finding interviews with families to determine background information and service needs.

10. Implement life skills training, either with individuals or groups in the Family Development program.

11. Consistently and accurately document participant status and progress using database and specific program assessment tools in order to maintain and submit accurate reports to required offices in a timely manner.

12. Collaborate and coordinate with community in order to meet participants’ immediate, basic and housing needs as well as to identify households willing to commit to the Family Development program.

13. Gain and document commitments from identified individuals and families.

14. Provide information about the program to all other service providers, collaborate with and provide referrals to local resources whenever possible.

15. Be available to meet with local county advisory committee(s) and community groups to develop partnerships.

16. Submit requests and reports to required offices in a timely manner.

17. Cooperate and consult with other programs targeted to serve low-income people within the agency and beyond; i.e. WICAP, Head Start, Council on Aging, Health and Welfare, Vocational Rehabilitation, Housing Authorities, Homeless Shelters, etc.

18. Maintain current, valid driver’s license and liability insurance at all times on any personal vehicle used to conduct WICAP business.

19. Follow step-by-step activities as outlined in the WICAP policies and procedures.

20. Perform other relevant responsibilities as required by the program

21. Model the Respectful Workplace Policy when interacting with WICAP customers, community members and colleagues.

22. Participate in professional development, sometimes off-site, at the request and support of supervisor.

23. Must be responsible, and able to handle confidential material, organize effectively, and work independently.

24. Assure that a positive image of WICAP is portrayed at all times.

HOURS:








SALARY RANGE:
      Status – Exempt – 52 weeks per year


$2,596.66 - $3,703.78 per month

May include nights and weekends



ENTRY SALARY:




New Employees start at entry-level salary

Additional compensation for qualifying degrees

The Promise of Community Action:

Community Action changes peoples’ lives, embodies the spirit of hope, improves communities, and makes America a better place to live.  We care about the entire community and are dedicated to helping people help themselves and each other.
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