Job Description

Volunteer Staff 

Intake Worker & Assessment Interviewer

Job Description:  Intake Worker & Interviewers serve as the staff member responsible for providing the Coalition of Care direct service for persons requesting assistance by telephone or in person. Requests for service are for emergency assistance, and/or the provision of referral information for services provided elsewhere. All staff members are required to adhere to the Coalition confidentiality policy and are encouraged to participate in agency events and to remember you represent the agency in the community.
Time Commitment:  Volunteer Position, with no less than a six-month commitment of three hours per week.  9:00-12:00 or 1:00-4:00.

Duties:

Volunteers make a commitment to the organization and attend volunteer orientation, training sessions prior to working at the Coalition and ongoing in-service trainings as provided.

Intake Worker Duties:

Manage incoming telephone calls.

Complete an initial intake form following the script provided.

Discuss the urgency of the need and the amount of financial assistance requested. 

Coach clients on a plan for getting help.  This may include referrals to other resources.  

Make sure the client is aware of what to bring with them and what the Coalition might be able to contribute.

File completed intake folder by appointment date in file and log the phone call.

Greet incoming clients and make sure they fill out Master Problem List.  Assist with completing the forms if necessary and connect them with an interviewer.

Place reminder phone calls to clients scheduled for the next day.  Leave a message if possible. 

Make sure intake folders are ready for the next day.

Other duties as time allows.

Interviewer Duties:

Pull client files. 

Walk the client through reviewing and signing the application, acknowledgement form, release form and data release form. 

Review the Master Problem List with the clients; listen carefully to their story.  The real issue is not always the first thing presented.

Review form, if more documentation is needed make phone calls to verify need.

Complete financial data form with the client for the entire household.

Copy all documentation.  (photo ID, rental agreement, lease, utility bill, etc..)

Make appropriate referrals.

Review case with Program Director for pledges then review pledge process with the client.  

Have the client complete the Exit form and offer to pray with them or for them.

Offer free in-house resources to client.

Qualifications:

Volunteers must be at least 18 years old and must have a firm commitment to serving as a volunteer staff person at the Licking County Coalition of Care.  Volunteers must:

-Be accepted into and complete the prescribed training program prior to volunteering -Have an interest in needs and concerns of persons who find themselves in unanticipated financial crisis.

-Possess the ability to communicate openly and non-judgmentally

-Have strong listening skills; ability to establish relationship based on mutual respect

-Evidence practical problem-solving skills and the ability to suggest options and alternatives

-Exhibit sensitivity to persons of different educational, economic, cultural, or racial backgrounds

-Maintain reliable transportation

-Sign up for a minimum 3 hour shift:  9-12:00 am or 1:00-4:00 pm on a weekly or bi-monthly basis

-Have familiarity with personal computers or a willingness to learn a basic operational level
