





DUTIES AND RESPONSIBILITIES:

« Initial contact/intake with clients/applicants. Give application to clients (for walk-in requests) or mail applications
for call-in requests.

« Explain application to clients and assist as necessary with completion of application.

» Review applications/intake paperwork with applicant for completeness; advise applicant what is required for
processing their application.

» Create and maintain files as documents/applications are submitted.

» Answer telephone and answer inquires about programs and status of application or request.
» Compase approval letters for Assistance Programs (Heating programs, CSBG, etc.).

s Maintain spreadsheet for LI-HEAP, and other programs as necessary.

¢ Maintain mailing labels and customer listings for all programs.

» Responsible for mass mailings {(applications, etc.).

» Responsible for verifying services already received per individual applicant.

¢ Make appropriate referrals.

¢ Reconcile and process vendor and applicant payments.

» Perform clerical duties as required for office function (typing, filing, faxing, coping, etc.).

» Prepare submitted documents for determination by the CAP Administrator or CEQ/Executive Assistant (if CAP
Administrator is out of the office).

» Maintain a daily activity log.
» Must maintain strict confidentiality,
¢ Work with other agencies or staff, internal and external, as necessary.

e Perform all other duties as assigned by the Supervisor.

This position announcement summary is intended to indicate the kinds of tasks which will be required of this position and shall not be
construed as a declaration of the specific duties and responsibilities of the pasition. It is not intended to limit or modify the right of
the supervisor to assign, direct and control the work of this position, nor is intended to exdlude other similar duties not mentioned.
The use of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of
similar in kind or in level of difficulty.

Distribution Date: January 27, 2016

Closing Date: February 10, 2016 at 4:00 pm



Name: POSITION: CAP CLERK/INTAKE WORKER

Please list your specific experience and knowledge in regards to the following qualifications:

Must have High School Diploma, GED, or Certificate of Completion. (This qualification may be waived for individuals 62
years of age or older who meet the remainder of the qualifications listed below. This qualification may also be waived for
KBIC members working toward obtaining their GED who meet the remainder of the qualifications listed below. (Applicants
must obtain their GED within one year of hire and progress reports must be provided quarterly to the Department
Director and Personnel Director).

Minimum of two (2) years office experience required.

Previous experience in a Human Services setting preferred.

Familiarity with programs offered through the CAP office.

Proficiency in Windows, Microsoft Office, Word, Excel and database skills.

Must be proficient in keyboarding, filing, math, and listening skills.

Must have a pleasant demeanor, be courteous, friendly and work well with others.




Must have good written and oral communication skills.

Must be able to follow verbal and written directions.

Must have the ability to work independently as well as on a team.

Must maintain strict confidentiality.




