
J OB DESCRIPTION   
Family Development Associate

POSITION: F AMILY D E VE LO PME NT AS S O C IATE

DEPARTMENT: C O M MU NITY S E R VIC E S

REPORTS TO: C O M MU NITY S E R VIC E S  D IR E C TO R   

CLASSIFICATION: R E G U LAR  F U LL TIM E

EMPLOYEE STATUS: NO N-E XE M P T

AREAS OF RESPONSIBILITY:  G a t h e r in g,  c om p ilin g a n d  m a in t a in in g d a t a   on  t h e  n e e d s

of a ll p r ogr a m  p a r t ic ip a n t s ; p r ovid in g ou t r e a c h ,  r e fe r r a l,  a n d  c a s e  m a n a ge m e n t ; a n d  p r om ot in g

fu n d  r a is e r s .   B e  a w a r e  of t h e  a va ila b ilit y  of s e r vic e s  a n d  c oor d in a t e  w it h  o t h e r  a r e a  s e r vic e

a ge n c ie s .

MAJ OR DUTIES:

1 . Pro v id e  o u t re a c h ,  r e fe r r a l a n d  C a s e  Ma n a ge m e n t  S e r vic e s  t o  SENCA fa m ilie s .

2 . Im p le m e n t  t h e  F a m ily D e ve lop m e n t  p r ogr a m  t o  in c lu d e  ou t r e a c h ,  n e e d s  a s s e s s m e n t ,  h om e

vis it s ,  goa l s e t t in g,  p la n n in g a n d  im p le m e n t a t ion  t o  fa m ilie s  a s  d e s ign a t e d  b y t h e  a ge n c y.

3 . R e c r u it  p r ogr a m  p a r t ic ip a n t s  fo r  a ll SENCA p r ogr a m s .

4 . P r ovid e  b a s ic  in t a k e  a n d  in c om e  ve r ific a t ion  s e r vice s  fo r  a ll SENCA p r ogr a m s .

5 . G a t h e r ,  c om p ile ,  a n d  m a in t a in  d a t a  on  n e e d s  of a ll SENCA p r ogr a m  p a r t ic ip a n t s  of a ll a ge

gr ou p s  in c lu d in g,  b u t  n o t  lim it e d  t o  fa m ilie s  in  c r is is ,  e ld e r ly,  low -in c om e ,  a n d  h om e le s s

p e r s on s ,  a n d  u t ilize  t h e  in for m a t ion  in  m e e t in g t h e  n e e d s  of t h e s e  fa m ilie s / in d ivid u a ls .

6 . As s is t  low -in c om e  in d ivid u a ls / fa m ilie s  w it h in  a s s ign e d  SENCA s e r vic e  a r e a  w it h  e m e r ge n c y

s e r vic e s .

7 . E d u c a t e  low -in c om e  p a r t ic ip a n t s  t o  p r om ot e  t h e ir  a w a r e n e s s  o f t h e  a va ila b ilit y  of e x is t in g

SENCA a n d  c olla t e r a l s e r vic e  a ge n c y r e s ou r c e s .

8 . D e ve lop  n e w  a n d  in n ova t ive  p r o gr a m s  n e c es s a r y t o  e n h a n c e  a ll s e r vice s  a va ila b le  t o

p a r t ic ip a n t s .

9 . R e c r u it ,  t r a in ,  a n d  s u p e r vis e  vo lu n t e e r s  t o  p r ovid e  a s s is t a n c e  a n d  a s s u r e  p a r t ia l

r e s p on s ib ilit y  fo r  t h e  d a ily w or k  loa d  a n d  a c t ivit ie s ,  a n d  t o  e n s u r e  p a r t ic ip a n t

c on fid e n t ia lit y  a n d  c om p le t e n e s s / a c c u r a cy of r e q u ir e d  p a p e r w or k .

1 0 . To  p r om ot e  a w a r e n e s s  o f a ll C om m u n it y S e r vic e  p r o je c t s  in  o r d e r  t o  ge n e r a t e  loc a l s u p p or t

t h r ou gh  m e d ia  a n d  p u b lic  r e la t ion s  e ffor t s ,  e n c ou r a gin g fu n d  r a is in g a n d  s e c u r e  fu n d in g

fr om  loc a l a r e a  b u s in e s s  a n d / or  p r iva t e   in d ivid u a ls  t o  a s s is t  in  m a in t en a n c e  of a p p r op r ia t e

p r ogr a m s .
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1 1 . S u b m it  a c c u r a t e  p a p e r w or k  on  a  t im e ly b a s is  a n d  c om p ly w it h  a ll Age n c y d e p a r t m e n t  a n d

fu n d in g s ou r c e  gu id e lin e s .

1 2 . S e r ve  a s  t h e  loc a l s t a ff a d vis or  fo r  t h e  low - in c om e  e le c t ion  p r oc e s s  a n d  t h e  a p p oin t m e n t  o f

Pu b lic  O ffic ia l a n d  P r iva t e  In t e r e s t  m e m b e r s  t o  t h e  B oa r d  o f D ir ec t or s .

1 3 . M a in t a in  c le a n lin e s s  t h r ou gh ou t  offic e  a r e a .

1 4 . Pe r for m  ot h e r  d u t ie s  a s  a s s ign e d  b y s u p e r vis or  in  k e e p in g w it h  t h e  e ffic ie n c y a n d

e ffe c t ive n e s s  o f c om m u n it y s e r vic e s .  

MINIMUM QUALIFICATIONS:

1 . E xp e r ie n c e  in  h u m a n  s e r vic e s  fie ld  h igh ly d e s ir a b le .

2 . E xc e llen t  in t e r p e r s on a l,  c om m u n ica t ion ,  p u b lic  r e la t ion s ,  a n d  in t e r view in g s k ills .

3 . H igh  d e gr e e  of or ga n iza t ion a l a n d  t im e  m a n a ge m e n t  a b ilit y  r e q u ir e d .

4 . Ab ilit y  t o  w or k  u n d e r  m in im a l s u p e r vis ion  a n d  a c c e p t  r e s p on s ib ilit y  fo r  p la n s  o f a c t ion .

5 . M u s t  b e  w illin g t o  w or k  fle x ib le  h ou r s  a s  r e q u ir e d  t o  m e e t  t h e  n e e d s  of t h e  c lie n t s .

OTHER REQUIREMENTS:  

1 . P os s e s s  t h e  c a p a b ilit y  t o  le a r n  a n d  im p le m e n t  n e w  a n d  im p r ove d  p r oc e d u r e s  a n d

t ec h n iq u e s  in  a ll a r e a s  of t h e  C om m u n it y S e r vic e s  D e p a r t m e n t .

2 . B e  a b le  t o  p r ovid e  s u p p or t  t r a n s p or t a t ion  t o  m e e t  t h e  n e e d s  of t h e  c lie n t s .

3 . B e  a b le  t o  t r a ve l on  a ge n c y b u s in e s s  a n d  a t t e n d  ou t  o f a r e a  t r a in in g  m e e t in gs  a n d / or

c on fe r en c e s  a s  r eq u ir ed  b y  s u p e r vis or .

4 . To  b e  k n ow led ge a b le  of a ll SENCA p r ogr a m s / s e r vic e s  a n d  m in im u m  gu id e lin e s  fo r

p a r t ic ip a t ion .

5 . To  b e  a w a r e  o f e x is t in g c om m u n it y r e s ou r c e s  a n d  h ow  t o  u t ilize  t h e m .  

6 . E s t a b lis h  a n d  m a in t a in  a n  e ffe c t ive  w or k in g r e la t ion s h ip  w it h  fu n d in g s ou r c e s ,  s t a ff,

vo lu n t e e r s ,  B o a r d  Me m b e r s ,  Pu b lic  O ffic ia ls ,  c o lla t e r a l a ge n c ie s ,  c om m u n it y lea d e r s ,

o r ga n iza t ion s ,  low -in c om e  p e r s on s ,  t h e  n e w s  m e d ia  a n d  t h e  p u b lic  a t  la r ge .

7 . Mu s t  h a ve  t h e  a b ilit y  t o  e m p a t h ize  w it h  p r ogr a m  p a r t ic ip a n t s .*

8 . Ma in t a in  on e s  s e lf a t  a ll t im e s  s o  a s  n o t  t o  b r in g d is c r e d it  u p on  t h e m s e lve s  or  t h e  a ge n c y.
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9 . B e  w illin g t o  b e c om e  c e r t ifie d  (a n d  m a in t a in  c e r t ific a t ion ) in  t h e  F a m ily D e ve lop m e n t

P r ogr a m  w it h in  2  ye a r s  fr om  t h e  d a t e  of e m p loym e n t .  (n o t  c u r r en t ly  r e q u ir e d ) 

1 0 . Able to work with others using a team model and to follow basic teamwork principles.*

1 1 . U n d e r s t a n d  a n d  c om p ly w it h  t h e  a ge n c y's  E q u a l O p p or t u n it y  Po lic y,  D r u g a n d  Alc oh ol F r e e

Wor k p la c e  Po licy,  C on fid e n t ia lit y  of In for m a t ion  Policy,  S a fe t y P la n  a n d  Pe r s on n e l Po lic ie s .

* Ne c e s s a r y a t  t im e  of h ir e .  

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

APPROVED BY:

                                           

  E q u a l O p p or t u n it y  O ffic e r

                                           

  E xe c u t ive  D ir e c t or

I h a ve  r e a d ,  u n d e r s t a n d ,  a n d  r e c e ive d  a  c op y of t h e  a b ove  J ob  D e s c r ip t ion  a n d  a gr e e  t o  p e r for m

t h e  d u t ie s  c on t a in e d  h e r e in  a n d  fu r t h e r  a gr ee  t o  a b id e  b y a ll o t h e r  s e c t ion s  o f t h e  a b ove  J ob

D e s c r ip t ion

                                                                

  E m p loye e  S ign a t u r e      D a t e

c c : E m p loye e

D e p a r t m e n t  H e a d

Pe r s on n e l F ile
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