Newcap, Inc.

1201 Main Street

Oconto, WI  54153

	Job Title
	Administrative Assistant

	Department
	Housing

	Location
	Green Bay Office

	Job Grade
	

	Job Code
	

	Supervision
	Housing Director

	FLSA Status:

( Exempt

X Non-Exempt
	Type of position:

X Full-time

( Part-Time

( Contractor
( Intern
X LTE


General Summary:
This position is responsible to collaborate with staff and leadership on a regular basis.  Must have the ability to make independent decisions on a daily basis, addressing the best way to handle specific tasks.  Must be able to keep yourself and others organized and how to determine which tasks are the most important on any given day. 
ESSENTIAL DUTIES AND TASKS:
· Answer and respond to client and landlord phone calls, emails, and faxes within 48 hours.  Maintain a non-judgmental attitude when speaking with inquires.  

· Set up and maintain entries into CAPtain Database and in the HMIS database in a timely manner and ensure accuracy.

· 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.

· Maintain knowledge of Newcap programs and other service agency programs.  Make referrals to Crisis Navigator.

· Maintain regular contact with Case Manager Supervisor/Housing Director.

· Complete well-organized case files.

· Follow all Coordinated Entry policies and procedures and Order of Priority set by the WIBOSCOC.

· Answer phones and greet visitors

· Schedule appointments and maintain calendars for the Vice President of Housing Program Development and Compliance, the Housing Director
· Schedule and coordinate staff and other meetings
· Provides administrative support to ensure efficient operation of office.
· Provides administrative support to Vice President of Housing Program Development and Compliance, the Housing Director and the Case Manager Supervisor
· Carries out administrative duties such as filing, typing, copying, binding, scanning etc.

· Makes travel arrangements for leadership staff, as needed
· Exhibits polite and professional communication via phone, e-mail, and mail.

· Supports team by performing tasks related to organization and strong communication.

· Develops staff by providing information, educational opportunities, and experiential growth opportunities.

· Provides information by answering questions and requests.

· Maintains supplies inventory by checking stock to determine inventory level, anticipating needed supplies, placing and orders for supplies.
· Tracks purchase order requests and verifies with invoices from Finance
· Contributes to team effort by accomplishing related results as needed.
· Other duties as assigned.
WORKING CONDITIONS:
This work is generally performed in an office environment.  Much of the work will take place in the field across the county.  Some overnight is required.

EFFORT:
Long periods of time working at a computer terminal.  Use of keyboard may be stressful to hand or wrists.  Must be able to see, hear, and speak.  Frequent handling and fingering, reading, working with information, standing, walking.  Occasional lifting up to 25 pounds, reaching, climbing, stooping.  Minimal evening and weekend are required.

MACHINES, TOOLS, EQUIPMENT
Computer, cell phone, printer, photocopy machine, fax machine, calculator, shredder, telephone, van or car.

MINIMUM QUALIFICATIONS:

· Bachelor’s Degree in business, communication, public administration, human-service related field or 2 years in a human service-related field and working with HUD, HMIS, housing, or vulnerable population preferred.  A combination of education, training, and experience that results in demonstrated competency performing the work may be substituted.
· Experience working with homeless individuals and families is desired.

· Knowledge of the Housing First philosophy, preferred

· Additional duties as assigned.
ABILITIES REQUIRED
· Ability to read, write using proper grammar/punctuation, and communicate effectively

· Possess organizational, planning and analytical skills

· Computer skills

· Experience with word processing, spreadsheets, and public speaking.

· Ability to perform tasks with minimal supervision or over-site.

· Ability to identify, communicate and assist in responding to the need in the county.

SPECIAL REQUIREMENTS

· Must possess a valid driver’s license.
· Must pass a criminal background check.
· Must pass physical exam as it pertains to the job description.
· Must be able to maintain the confidentiality of any information encountered.
PHYSICAL DEMANDS
Employee must be ale to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
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