Lorain County Community Action Agency 
Position Description

Position:

EMERGENCY SERVICES ADVOCATE I
Department:

Housing
Supervisor:

Emergency Services Coordinator
Responsibilities:  
To provide clerical support and assistance for Emergency Services in accordance with Agency and program requirements.    

Essential Job Functions:

· Provides administrative support and assistance to general Emergency Services staff and ensures that all routine office functions are executed smoothly; e.g. typing, filing, scheduling, routing of communication, reception of visitors, preparation of outgoing mail;

· Prepares routine correspondence and reports for both internal and external use, and reviews and answers correspondence as assigned;

· Provides client/customer services, including taking applications, answering inquiries regarding status of applications;

· Enters program and client intake data onto computerized data tracking system, maintains and updates program and client files as needed;

· Generates and prepares program and client information reports from computerized data tracking system;

· Requisitions and maintains inventory of office supplies;

· Coordinates collection and preparation of reports as assigned;

· Performs function for staff meetings as needed;

· Prepares monthly and quarterly reports, and the PIR; recommends improvements in procedures or forms; identifies numerical inconsistencies in procedures or forms;

· Abides by applicable Agency rules and regulations;

· Perform additional duties as assigned by supervisor.

Qualifications:  High school diploma or equivalent with at least two years experience in clerical/secretarial work and data entry.  

Knowledge/Skills/Abilities:  Knowledge of computer systems, including hardware, software, problem solving and file organization for computers.  Must be able to type at least 40 wpm, operate office machines and maintain well-organized filing system.  Must have strong communication and excellent interpersonal skills.  Ability to work in high-pressured situations and handle sensitive inquiries.  Ability to maintain confidentiality.

Pay Grade:  4
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