Lorain County Community Action Agency

Position Description
Position:

CLIENT SERVICES EDUCATOR (Part-time)
Department:

Community Services
Supervisor:

Director of Planning and Community Services
Responsibilities:  To oversee the distribution and education to clients and the community on CSBG programs; eligibility requirements; documentation requirements; and community resources. Works with superior providing information from clients to aid in the grant planning and administration and program development. All of the above executed while maintaining confidentiality as necessary.

Essential Job Functions:
· Educate clients on CSBG programs in the areas of By Car, Tech Connect, Youth Services, Food Pantry Grants, and Bridges Out of Poverty;
· Coordinates educational sessions for the clients;

· Greets clients as needed when they enter the building;

· Maintains mailing lists to the clients and the community;

· Help coordinate overall office administration of the CSBG programs;

· Performs special projects – attends lectures, seminars, workshops, or other administrative duties as assigned;
· Performs other duties overall as assigned;

· Abides by all applicable Agency rules and regulations.
Qualifications:  High school diploma required. A two year degree in business and/or education preferred.

Knowledge/Skills/Abilities:  Must have the ability to work with and be sensitive to the needs of clients. Must possess excellent organizational skills, must be energetic and positive in a fast-paced, busy and ever changing environment. High-level proficiency with computer software and web-based systems is required. Must have administrative ability and be skilled in the use of Microsoft Office and other web-based software.  Must possess the following abilities: effectively communicate, verbally and in writing. Ability to accurately record and deliver information, meet deadlines, and maintain confidentiality of restricted information. 

Pay Grade: 3
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