Newcap, Inc.

1201 Main Street

Oconto, WI  54153

Newcap.org
JOB DESCRIPTION

JOB TITLE:



Coordinated Entry Specialist/Crisis Navigator
SUPERVISOR:


Housing Director/Vice President of Operations
CLASSIFICATION:


Non-Exempt - Full Time
WAGE:



$17.00 PER HOUR
WORKSITE:



Crandon, WI
PRIMARY RESPONSIBILITY:  

To streamline access to housing and services while addressing barriers that prevent people from getting and staying housed.  Responsible for the day-to-day operation of the Coordinated Entry System for Newcap’s jurisdiction, along with working with CARE (Coordinating All Resources Effectively) to assist clients movement from poverty to opportunities and financial security.  The Crisis Navigator shall be responsible for assisting clients navigate Newcap’s Programs as well as programs at other agencies. Navigation includes linkage to identified services, development of detailed service plans, and ongoing monitoring of client progress.  The Crisis Navigator will need to work closely with all other Newcap programs and services and the staff of various service provider agencies.

SKILLS AND ABILITIES:
· Must have analytical skills and abilities.
· Must possess a high level of interpersonal skills.
· Must have the ability to work under pressure and meet deadlines.
· Must possess the ability to maintain accountability and work independently.
· Must have a high degree of dependability, organizational skills, and display high level of integrity and ethical standards.
· Must have the ability to exercise independent judgement.
· Must have the ability to follow instructions.
· Must have the ability to foster teamwork within the department and organization.
· Flexible, able to adapt to different situations, and Problem Solving skills.

· Collaboration Skills.

· Stress Management/Composure.

AGENCY EXPECTATIONS AND SCOPE OF RESPONSIBILITY:
Individual:
· Attend workshops, in-service training, conferences and meetings as assigned.

· Comply with all agency policies and procedures.

· Responsible for attending staff meetings.
· Accept other duties as assigned.
· Ambassador for Newcap, Inc., along with all employees and responsible for marketing/promoting the organization and its program both internally and externally.
· Sensitive to people’s needs and demonstrate high level of tolerance to impatient clients.
· Show respect and treat all people with dignity.
· Create partnerships and work with other agencies in the counties of Forest, Crandon, Langlade, Vilas, Oneida and Shawano.

· Excellent verbal and written communication skills with individuals and groups regardless of age or background; respectful and treat all people with dignity. 

· Ability to work using discretion concerning the ongoing operation of the agencies programs. Maintain complete confidentiality in all Newcap business-related matters.

· Must be able to utilize a computer and basic programs (e.g., Microsoft Word and Excel) and data entry systems for communication, documentation, and data tracking.

· Pleasant, professional, and courteous demeanor.

· Perform the above duties with minimal supervision; Time Management, Reliable, Prompt, and Multitask effectively.

SPECIFIC DUTIES
· Answer inbound crisis calls from citizens in need of assistance. Maintain a non-judgmental attitude when speaking with inquirers.

· Conduct VI-SPDAT assessment for homeless and unstably housed citizens.

· Record information into the CAPtain and HMIS database in a timely manner and ensure accuracy.

· Provide Case Management to enrolled participants

· Provide referrals to the appropriate resources.

· Evaluate applicant eligibility for housing assistance programs.
· Explain housing programs to applicants.

· Evaluate/verify applications for accuracy.

· Mail application packets to clients after initial eligibility is completed within 24 hours.
· Conduct interactive interviews and assessments with applicants.
· Maintain knowledge of Newcap programs and other service agency programs. 
· Be able to work with clients in crisis without getting drawn into the crisis.
· Must be able to obtain VI-SPDAT certificate and complete all training required.
· Treat each client with respect and dignity.

· Answer phone calls and direct calls to the appropriate Newcap staff person.

REQUIRED QUALIFICATIONS:
· High school diploma.

· Minimum 1-3 years of Human Services experience and Administrative experience.
· Effectively communicate verbally and in writing.
· Highly proficient with Microsoft Office programs and the overall use of computers and general office equipment.
· Valid Wisconsin driver's license, access to a reliable car with proof of insurance, and meet the requirements of Driving Newcap Vehicles policy. 
· Have the ability to lift up to 50 pounds.
PREFERRED EDUCATION:
· Associate’s degree or specific coursework in Human Services related field.
· Minimum 1-3 years of local/state/federal program experience.

SUPERVISION RECEIVED:
Receives general supervision from the Housing Director and Vice President of Operations
OTHER DUTIES:
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job.  Duties, responsibilities and activities may change at any time with or without notice.

Please Note:  Due to the volume of resumes that we receive, only those candidates selected for interviews will be contacted. 
Thank you for your interest in joining our Newcap, Inc. Team!

Newcap, Inc., is an Equal Opportunity Employer.
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