[image: masterlogoprint.jpg]




Job Title: 477 Program Services Coordinator
Reports to: 477 Director
Hourly Rate: DOE
Deadline: Open until filled.


DUTIES AND RESPONSIBILITIES: 

Verify eligibility for the following services: Higher Education & Adult Vocational Training, Child Care, Direct Employment, Summer Youth Employment, Job Placement and Training, Welfare and Burial Assistance & Low Income Home Energy Assistance Program (LIHEAP). 

1. Review all applications to determine eligibility 
2. Work closely with individuals to achieve self-sufficiency 
3. Make referrals to other agencies as needed
4. Work with families and agencies to prevent interruption
5. Data Entry into Excel 
6. Process check requests 
7. Correspond through letters of approval, denial and pending
8. Knowledge of, or willingness to learn of all ONC programs and other resources 
9. Must be willing to travel for training, as needed
10. Document all interactions in client files
11. Work with clients who are underemployed, unemployed, or economically disadvantaged.
12. Coordinate services with ONC’s other programs such as Social Services.  

KNOWLEDGE, SKILLS & ABILITIES: 

1. Demonstrate the ability to establish and maintain effective and satisfactory working relationship with superiors, co-workers, and the general public. 
2. Proficient with Microsoft Word and Excel 
3. Effective oral and written communication skills
4. Ability to handle confidentiality with discretion
5. Good organizational skills
6. Knowledge of budgets and financial reporting (will train if need be)

QUALIFICATIONS:

1. High School Diploma or GED
2. Experience working with the general public in a positive and attentive manner
3. Knowledge of Microsoft Word and Excel
4. Assess the needs of resources to assist individuals and families
5. Ability to take and follow directions
6. Ability to work with little or no supervision 
7. Yup’ik speaking preferred but not mandatory  


Orutsararmiut Native Council ▪ PO Box 927 ▪ 117 Alex Hately Dr., Bethel, Alaska, 99559
Phone (907)543-2608 ▪ Fax (907)543-2639 
www.orutsararmiut.org

image1.jpeg
AKONC

ORUTSARARMIUT NATIVE COUNCIL





