Catholic Charities
Immigration Assistant
Purpose: To provide support to staff in the Immigration department.
Duties and Responsibilities: 

1. Assist Immigration clients with forms, documentation, whatever is required to obtain their desired status.

2. Assist staff in the Immigration department with any necessary tasks.
Qualifications: 

1. Good understanding of our Immigration program and its philosophy.

2. Sensitivity to the needs and cultures of potential immigrants.

3. Excellent telephone, computer and interpersonal skills.

4. Legal background and/or fluency in Spanish are a plus.

Other Comments:

All Catholic Charities donor and client information must be kept confidential.
Location: Immigration Department, Catholic Charities office

Time Commitment: As arranged with supervisor.  Need for this position is mostly during summer.
Reports to: Margie Solis, Immigration Department Director 
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