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JOB DESCRIPTION
	Bilingual Spanish/English Self-Sufficiency Specialist     

Monday – Thursday, Friday off-day, evening hours as needed, Exempt


	Casa Myrna is Greater Boston’s foremost provider of solutions to end domestic and dating violence.  The agency maintains three residential programs in Boston for women and children made homeless by domestic violence, a comprehensive range of supportive services provided at the programs and at the main office, and SafeLink, the only statewide 24/7 toll-free domestic violence hotline in Massachusetts.  Self-Sufficiency Specialist works with women in the agency’s residential programs and at community sites to achieve sustainable self-sufficiency through individual counseling and workshops on budgeting, credit, CORI, banking, education, professional skills-building, job readiness, job search and referrals to outside programs and services.   


	Principal Duties and Responsibilities
· Provides comprehensive intake assessments, case management and advocacy  for all residential program participants.

· Helps program participants identify barriers to self-sufficiency. 

· Develops a realistic plan to address financial challenges faced by program participants. 

· Provides financial literacy counseling on site at the residential programs and community locations based on the agency’s Personal Economic Planning curriculum, in Spanish and English. 

· Delivers financial literacy workshops in Spanish and English at sites in the community to reach victims of domestic violence still living in abusive relationships.

· Develops and maintains collaborative relationships with other service providers in the community whose programs can help Casa Myrna program participants achieve self-sufficiency.

· Accompanies clients to various meetings including but not limited to financial institutions, schools and education programs.

· Demonstrates  professionalism  through interactions and communications with colleagues and external collaborators.

· Manages client and agency data in order to complete reports to funding organizations and internal constituents. Ensures records are accurate and complete for all services and activities as required 

· Participates in weekly Case Review meeting and all residential staff meetings.

· Provides referrals to other services at Casa Myrna and in the community.
· Collaborates with staff to provide resources and information that will benefit program participants
· Other duties as assigned.


	Qualifications and Requirements
· Bachelor’s degree and/or at least 3+ years experience providing similar services

· Excellent written and oral communication  and presentation skills in both Spanish and English  

· Experience running group workshops

· Familiarity with issues of domestic violence and its impact on families preferred

· Familiarity with local programs providing job training and employment-related services

· Ability to work collaboratively in an ethnically and culturally diverse environment.

· Demonstrated ability to utilize appropriate communication techniques when responding to callers/clients that shows sensitivity to their needs.  

· Ability to interact with callers and clients in a non-judgmental manner.
· Ability to prioritize, manage multiple tasks and job sites; ability to work independently and in a team.
· Strong  organizational skills

· Maintains professional boundaries at all times

· Maintains confidentiality regarding program participants

· Proficient in MS Office Suite 2007, agency database software, and accuracy in data entry and record keeping information and statistics.

· Ability to work a flexible schedule (evenings) as needed

· Must have access to a car and valid drivers license and insurance


	Salary:  $35,000   annually              Location:  South End, Boston

Casa Myrna Vazquez  is an equal opportunity employer committed to workforce  diversity           


Please submit a cover letter and resume to jobs@casamyrna.org  
June 2011

