Catholic Charities
Refugee Program Assistant

Purpose: To assist Refugee Department staff in providing comprehensive resettlement services. These volunteers will work directly with Refugee families.

Duties and Responsibilities:

1. Volunteers will receive assignments from Refugee case managers to work as assistants in care of refugee families. All contacts with clients will be under the supervision and direction of the case manager.
2. Drive refugees to doctor’s appointments, interviews, etc.

3. Be a social contact and cultural teacher for the refugee families.
4. Follow all agency and departmental policy regarding client safety.

5. Participate in a monthly supervision and training seminar.

6. Keep accurate records of their time using forms provided by the program, and report hours on a monthly basis.

Qualifications:

1. A good understanding of our agency and its mission.

2. Sensitivity to the beliefs and practices of other cultures.

3. Completion of Catholic Charities orientation and Safe Environment training.

4. Ability to work with supervision and follow departmental procedures.

5. Flexible Schedule and good interpersonal skills.

6. The ability to speak/translate a foreign language is helpful but not required.

7. If volunteer is to drive agency vehicles, a copy of driver’s license and insurance must be on file with the Volunteer Coordinator.

Other Comments:

1. All Catholic Charities donor and client information must be kept confidential. 
2. All visits and/or business with Catholic Charities clients must be approved by a case manager.
Time Commitment: Weekly time commitment varies and is worked out with their assigned case manager.

Reports to:  Director of Refugee and Resettlement or Case Manager
I have read and understand these requirements, and I agree to abide by them.

___________________________________                 _______________

Volunteer Signature                                                                         Date

___________________________________                  _______________

CC Representative                                                                           Date
