COMMUNITY ADVOCATES

Client Support Specialist

Deadline to Apply: 04/07/2018
Job Description:

There is a part-time opening for a Client Support Specialist. The CSS may be
assigned to work 3rd shift weeknights and/or weekends.

This position is responsible for the routine operation of Milwaukee Women's Shelter
during the assigned shift. The Client Support Specialist reports to the Operations
Manager.

The position maintains a clean, safe and proactive environment by providing
support and advocacy to individuals residing at the Shelter. The position is
responsible for completing all activities listed on the shift worksheet, and for
accurately documenting the results.

Location: Milwaukee, WI

Position Type: Part-time

Compensation: $12.50 per hour

Type of Employment: Direct Hire

Responsibilities:

The Client Support Specialist's responsibilities include, but are not limited to:
1. Answering the house phone and routing calls appropriately or providing
assistance directly to callers.

2. Assisting with Orientation of the women to the facility.

3. Consistently providing accurate and appropriate charting and logging in the
resident's medication record, daily log and resident files.

4. Assisting with overseeing general house maintenance activities to assure the
building is clean and orderly at all times.

5. Conducting hourly rounds throughout the entire house to ensure resident safety.

6. Providing information and support to the women residing at the Shelter.



7. Serving as an internal and external liaison by behaving in a professional manner
at all times when interacting with staff, clients, volunteers, and community
organizations.

8. Functioning as a team member in order to meet the goals and objectives of the
program.

9. Providing coverage as needed.
10. Facilitating house meetings when necessary.

11. Performing other tasks as assighed by the Operations Manager.
Qualifications:

1. Experience with developing, implementing and overseeing multi-site systems,
with an emphasis on health, safety, and liability.

2. A good knowledge of and sensitivity to matters relating to domestic violence,
trauma and alcohol and other drug abuse matters.

3. Effective verbal and written communication skills.

4. Basic computer experience (Microsoft Office, Excel spreadsheets, etc) is highly
desirable.

5. The ability to interact comfortably and persuasively with diverse clients, staff and
volunteers.

6. The ability to problem solve within the prescribed framework of policy and
procedure.

Benefits and other compensation:

Paid holidays.

Other information:

Community Advocates, Inc. is committed to affirmative action, equal opportunity,
and the diversity of its workforce.

Interested? Email your resume and cover letter to jobs@communityadvocates.net.
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