Family Empowerment of NojCA'

Job Description: Family Services Assistant
Assists the Family Services Department by ensuring individuals are receiving the services they are
approved to receive and help with the day-to-day operations of the department.

Hours, Salary, and Benefits:
Part Time: 20 hours per week at $22.17-$25.67 per hour, non-exempt. Benefits including paid
time off, 14 paid holidays, and Simple IRA Retirement available.

Reporting Supervisor: Family Services Manager
Supervisory Responsibilities: None

Duties / Responsibilities:
e Contact families to check on service usage and follow up on required paperwork.
e Authorization and eligibility tracking by making follow-up calls and organizing
information.
e Maintain provider certifications and update records as needed.
e Answer and direct incoming phone calls for the Family Services Department.
® Provide general administrative support, including filing, scanning, mailing
documents, and data entry.
e Pull, organize, and maintain employee files.
® Prepare orientation packets for new providers.
e Assist walk-in individuals with basic training on the EVV system and answer general
questions.
e Help prepare for and attend outreach events as needed.
e Perform other duties as assigned.
Required Skills / Abilities:
e Excellent verbal and written communication skills.
Excellent interpersonal and family/client service/interaction skills.
Excellent organizational skills and attention to detail.
Excellent time management skills with a proven ability to meet and manage deadlines.
Strong analytical and problem-solving skills.
Ability to function well in a high-paced and at times stressful environment.
e Proficient with Microsoft Office Suite, or related software, and Salesforce data entry.
Education and Experience:
e Education Requirement — HS Diploma
e Spanish Bilingual preferred
e Atleast 1 year office experience preferred
e Knowledge of Far Northern Regional Center Services and other Generic Services
Physical Requirements:
e Prolonged periods of sitting at a desk and working on a computer.
e Prolonged periods of standing and walking between buildings.
e Must be able to lift up to 15 pounds at times.
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