Catholic Charities
Family Support Assistant

Purpose: To provide administrative support to FSS staff.

Duties and Responsibilities:

1.
Assist FSS staff with maintaining an organized filing system for current and/or closed cases.

2.
Pick up and deliver donations.

3.
Maintain current directory of community resources, update as needed.

4.
Other duties as assigned by staff liaison.

5.
Report hours by the 10th of each month for the month prior

Qualifications: 

1.
Good understanding of our organization and its programs.

2.
Professional demeanor.

3.
Excellent oral and written communication skills.

4.
For donations, ability to drive agency vehicles and/or lift and move heavy objects.

Other Comments:

All Catholic Charities donor and client information must be kept confidential.
Location: Family Support Services, Third Floor
Time Commitment: Varies depending on particular assignment during hours of operation from 8a.m.-4:30p.m.
Reports to: Case Manager or Admin. Assistant
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