sPECIAL sERVICE FOR gROUPS

Job announcemenT

Title:  Security Officer





Division:
HOP/ICS 
FLSA:
Non-Exempt





Supervisor:
Program Director
Pay Range or Rate: $13.00 hr. – 15.00



Revised: 
November 23, 2009
Summary

Under the direction of the SSG Division Director, Assistant Division Director and/or Program Manager, the Security Officer is responsible for the safety and security of the staff and clients at the HOP/ICS Site(s).  This function includes but is not limited to: coordination of client flow, security of staff in office, security of clients in office, recommendations and management of security needs, relationship development with local law enforcement, crisis management in office, verbal and/or written documentation of incidents as needed, and other tasks assigned by the Program Director/Program Manager
Responsibilities:

*Oversight and management of client reception and waiting areas
*Oversight and management of clients in and around the HOP/ICS site
*Patrols of HOP/ICS Site to ensure safety of staff throughout the working day  

*Standing by as requested by staff, as needed to ensure safety
*Prepare and submit reports as needed
*Development and maintenance of relationships with local law enforcement

*Professional development and education as needed

*Answer phones in reception area, take messages for staff as appropriate and direct phone traffic.

*Provide security at agency functions and special events. 
*Maintain secure and safe space in the office/client lobby.
*Perform other tasks and responsibilities as assigned by the Program Director/Program Manager
Minimum Qualifications 

*Minimum of three years in security field preferred
*Proficiency in English language is required
*Valid and current Guard Card from the California Bureau of Security and Investigative Services is required.
* Ability to organize and implement services

*Knowledge and ability to work with indigent ethnic minority community groups

*Computer skills in use of word processing required 

*Verification of Employment Eligibility and Background Check required.
*Reliable transportation, valid California Drivers License, and proof of Auto Insurance required
*Strong interpersonal and communication skills and ability to relate to staff and clients of a variety of cultures, languages and   educational backgrounds
Non-Essential Qualifications (optional) - Knowledge, Skills and Abilities

*Non-violent crisis intervention training
*Critical thinking and problem solving skills
*Bilingual-Spanish preferred.
Supervisory Responsibilities

None

Environmental Conditions 

Job duties are to be performed both in office and field settings.
Physical Requirements  

The employee is expected to drive, sit, stand, walk, carry a maximum of 30lbs, listen, and speak in order to complete job requirements.  

Mental Requirements 

The employee must be able to handle any/all of the following: constant distractions, interruptions, uncontrollable changes in priorities/work schedules; be able to process information, think, and conceptualize.
Please email your resume to:

Ms. Farmer

tfarmer@hopics.org
No phone calls please

Special Service for Groups is an Equal Opportunity/Affirmative Action Employer
sPECIAL sERVICE FOR gROUPS

Job annouNcemenT
___________________________________________________________________________________________________________
Title: 
CASC Advocate /Assessor- CALWORKS



Division: HOP/ICS- CASC

FLSA: 
Non-Exempt 






Supervisor: CASC Manager

Pay Range: $12.44-$15.00 per hour





Revised: 12/03/2009
___________________________________________________________________________________________________________
Summary

Under the supervision of the CASC Program Manager, the CASC Advocate/Assessor will provide automated assessments, linking participants to ancillary services through the use of Info Line, and referring clients to treatment services. The specific services to be provided are screening, assessment, referral, and follow-up services, which include conducting initial screening for prospective enrollees to determine if enrollee needs a substance abuse, mental health assessment, or other ancillary services.

Essential Functions

Conduct initial screening for prospective enrollees to determine if enrollee needs a substance abuse, mental health assessment, or other ancillary services, develop and maintain a resource directory that includes, but is not limited to, all county substance abuse providers, all County mental health providers, Info Line service agencies, HIV/AIDS providers linked to the automated Office of AIDS Policy and Programs Spins Directory, provide Greater Avenues for Independence (GAIN)/Department of Children and Family Services caseworker with information on the results of the clinical assessment and to place participants in an appropriate level of substance abuse or mental health treatment, attend SPA 6 Cal WORKS Providers Meetings and provide CASC updates. Conduct quarterly meetings with County contracted or approved alcohol and drug treatment/mental health programs, provide orientation sessions at DPSS DISTRICT OFFICES, prepare and submit monthly documentation and reports for SPA 6 Cal WORKS Providers meetings.
Secondary Functions

Responsible for transporting participants to CASC using the Agency van and for other duties as needed, maintain files/records on client services in compliance with HIPAA and other funding requirements for auditing purposes, perform other duties as assigned by the CASC Manager.

Minimum Qualifications – Knowledge, Skills and Abilities Required

Associates Degree in Social Services or other Behavioral Health field is required from an accredited or state approved college or university; or Registered or Certified Alcohol and Drug Abuse Counselor with a minimum three (3) years job related experience, if in recovery, a minimum of three (3) years of being drug and alcohol free is MANDATORY, ability to work with clients from diverse cultural, ethnic, and socio-economic backgrounds, ability to communicate effectively, both written and orally, knowledge of core competencies of Substance Abuse Counselor, Verification of Employment Eligibility and Background Check, reliable transportation, and valid California Drivers License and current Auto Insurance required.
Non-Essential Qualifications (optional) – Knowledge, Skills and Abilities

Working knowledge of Microsoft Word, Excel, and other database programs is desirable, knowledge of various community based mental health and substance abuse treatment providers is desirable. Bilingual preferred, but not necessary
Supervisory Responsibilities

This position does not have any supervisory responsibilities.
Environmental Conditions (Working Conditions)

Exposed to highly aggressive clients: must communicate too many sources including courts and outside community agencies: some evenings and weekends may be required, sometimes noisy, loud and disruptive clients in the CASC and DPSS Office.

Physical Requirements  

In the course of performing this job, the incumbent typically spends time sitting, standing, walking, speaking, listening, must sit at computer for data entry and reports, driving, walking, carrying equipment/files/charts. Speak to staff and outside agencies in public meetings and/ or group’s .i.e. Cal Works Provider Meetings.

Mental Requirements 

The incumbent in this position must be able to accommodate to any/all of the following: uncontrollable changes in priorities/be able to process information, think, and conceptualize and transfer knowledge on best practices for Substance Abuse Assessments and treatment. 
Please email your resume to:

Ms. Farmer

tfarmer@hopics.org
No phone calls please

Special Service for Groups is an Equal Opportunity/Affirmative Action Employer
sPECIAL sERVICE FOR gROUPS

Job annouNcemenT

Title:  Child Care Specialist




Division:
HOP/ICS CASC

FLSA:
Part Time- 24 hours per week



Supervisor:
CASC Manager 

Pay Range or Rate: $14.00/hr to $16.50/hr 


Revised:    10/06/09
Summary

Under the direction of the CASC Manager, the Childcare Specialist will coordinate activities and supervise adolescents while their parents are receiving services.  This position will maintain a safe and welcoming environment for the children. 

Essential Functions

The tasks, duties and responsibilities of the job include, but are not limited to, the following:
Organize and participate in recreational activities, such as games; supervise children; instruct children in health and personal habits such as eating and resting; serve meals and refreshments provided by the facility; regulate rest periods; secure equipment- chairs, toys, games and other equipment; read to children and facilitate drawing, handicrafts and painting; observe and monitor children’s play activities; help with homework; report in appropriate language and behavior; organize and store toys and materials; sanitize toys and play equipment; support children’s emotional and social development; maintain order in the children’s room. S/he will collect waivers from parents and guardians and maintain the documentation; create and manage sign-in/out logs and activity; and file incident reports as necessary.  

Secondary Functions 

Perform any other appropriate responsibilities as assigned by the CASC manager, Assistant Division Director and Division Director.

Minimum Qualifications - Knowledge, Skills and Abilities Required

Bachelor ‘s Degree in Early Childhood Education, or a related field and minimum of two years working; OR hold or have commenced in early childhood education and have at least 15 college units, ability to do concise documentation and effectively communicate in written and verbal form, ability to work with people from diverse cultural, ethnic and socio-economic backgrounds. 

MANDATORY Qualifications:

Verification of Employment Eligibility and Background Check, reliable transportation, valid California Driver’s License, proof of Auto Insurance, TB test, and current First Aid and CPR certification required, 
Environmental Conditions (Working Conditions)
The Child Care Specialist will work in an office environment where noise level is usually moderate to high, may be exposed to highly aggressive clients.

Physical Requirements  

The Child Care Specialist typically spends time sitting, standing, walking, driving, carrying (max. 30 lbs), listening, speaking. 

Mental Requirements 

The Child Care Specialist must be able to handle any/all of the following: interruptions, changes in priorities/work schedules; be able to process information, think, and conceptualize. 

Please email your resume to:

Ms. Farmer

tfarmer@hopics.org
No phone calls please

Special Service for Groups is an Equal Opportunity/Affirmative Action Employer
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This Job Announcement expires on January 22, 2010


