Houston Area Women’s Center
Job Description

TITLE

Part-Time Intake Specialist/Hotline Advocate (Bilingual)
GENERAL 
DESCRIPTION: 
Determine client eligibility, conduct initial intake and orient new residents to shelter guidelines.  Provide crisis intervention, information and referral, and safety planning through two 24 hour hotlines.

CLASSIFICATION:

Professional

STATUS:

Non-exempt 
SUPERVISOR:
Manager of Hotline Services 

QUALIFICATIONS:
Minimum of 2 years experience working with social services. Minimum of 2 years experience working with people in crisis or experience working as a counselor OR Bachelor’s degree in social sciences, psychology, or related field.  Bilingual for Spanish/English
ESSENTIAL FUNCTIONS OF THIS POSITION:

1. Provide crisis intervention, information and referral, and safety planning through two 24 hour hotlines.

2. Determine client eligibility, conduct initial intake and orient new residents to shelter guidelines

3. Fluency in speaking and writing English and Spanish

4. Strong oral, writing and listening skills.

5. Computer literacy – word processing, data entry, e-mail

6. Work Hours: Saturday 8:30a -8:30pm 
DUTIES AND RESPONSIBILITIES:

1. Provide crisis intervention, support, advocacy, shelter assessment, and information and referral to callers dealing with sexual assault and domestic violence related situations. 


2. Conduct INTAKES to the shelter.

· Assist with safety planning and provide crisis intervention to incoming residents.

· Conduct telephone assessment interviews and intake/exit procedures.

· Assess immediate needs of new residents and provide emergency referrals and information.

· Create resident file and complete all necessary documentation.

3. Case manages Hotline clients that require complex services.

4. Communicate with on-call Hotline and shelter staff as needed.

5. Attend monthly meetings as required.

6. Maintain off-site hotline operations area.

7. Communicates with HAWC programs and departments to facilitate client services

8. Maintains current information on and acts as liaison with other area shelters.

9. Provide services to residents from a feminist perspective, which includes empowerment, knowledge of power differentials and gender issues, and setting appropriate boundaries. 

10. Report abuse/neglect to either Child Protective Services or Adult Protective Services, as applicable. 

11. Keep accurate client and hotline records for periodic reports, including client data   entry and maintain accurate records, statistics and documentation of services provided to incoming clients.

12. Keep statistical records for end of month reports, daily census and daily log reports current.

13. Other duties as assigned.  Should such duties become routine, the job description will be reviewed and revised.

14. Other duties as assigned.  Should such duties become routine, the job description will be reviewed and revised.

ADMINISTRATIVE DUTIES

1. Initiate, retrieve, and/or respond to e-mail, voice mail, and written correspondence in a timely manner.

2. Complete all necessary paperwork for payroll, reimbursements, and leave in a timely manner.

3. Maintain accurate records, statistics, and documentation of services.

4. Report unsafe activities/practices in all areas of the facility to the Manager of Operations.

5. Develop contacts with organizations and agencies that provide services to women.

SKILLS AND KNOWLEDGE

1. Knowledge of and sensitivity to issues of domestic and sexual violence. 

2. Understanding of issues related to residential programs.

3. Ability to utilize critical thinking to organize and analyze information for providing crisis intervention and mediation. 

4. Excellent writing and organization skills. 

5. Ability to function effectively in emergency situations.

6. Skills in interpersonal relations and communication.

7. Ability to work with clients, staff and volunteers in a cooperative manner.

8. Ability to interact conscientiously and consistently in a clear non-judgmental manner.

9. Ability to maintain confidentiality.

10. Ability to handle and prioritize multiple tasks. 

11. Sensitivity to cultural diversity.

12. Ability to take responsibility for and follow-up on decisions made. 

13.  Ability to lift up to 40 lbs.
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