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Pefll!S!.!!!!!!!. Housing (PHl Cifse Millin1(£!

Tills posttlon reports directly to rile PH Coordinator miff ClJllieff/ Director, The l'erlll(Uumt
Housing CQ$eM(mllger is resp()IIslble/or providi1lg gu/(/allce toformerly homeless veterans to
achieve their /IIg/lest level o!indepelUleilce. Case MnllQgtJlle1l' is a collaborative process
,.,Mcll ((Ssess~',plrms, implefJIe11ts, cooralnates. monitors, om' evatuates tile selectlon of
services 10optimally meet eac/I lIu/ivldlitl/llomeir!Ss vetel'tr1rs needs,

Job RCWQ!]Jlbililig

,. J\ssel\SCS the 4ppropr[atellosSofvetcrans re fen ed 10 the PJOglilln. TIlili assessment IUt'1l1de.o; any problems,
needs. cr barrfers Identified in the followingarel\S~ RlUploymenl, Housing, Financial, SObriety.l.egal.
Famllyrsocl,,~ lUld MllilicaVPsychiatric

• PHcilitate intake. pt'Oc~
• ~ollabQra~s with vete-taJllllo complete benc!un!lrks (goRIs and objectives) and Ull fndividoal Aetion Planto

plan for fh~veteran's gtlills and trllnsilion
• Assi.\J veterana with lransltion to perlnllflcof or long·t.:rm housing
• Emure! all required documents ere present, complete, signed by the veteran lind case manager, and pllloed

in the eorrece order in Ilis/he)' Ille
• Mecl.!lwllh each veteran in eeseload regularly to review progress and documents whenever outcomes (If

benchmarks are Khieved. reassessed, or ongoing and revises plan accordingty
o Completes discharge summarlee dvcumellling au pl'Ogte3S toward benchmarks, dille of discharge, and

clisp<lsitlolLoIthe veteran
• A3Slsts ill qualify management actlvitles, data ccllectlcn, WId preparing reports
• facilitate, groupS or classes, i.e .• ~ubstnilcc Abuse Bdueatlon, Oroufl PI1>CCSS, Money MllflllgQJl1cnl, SILS,

Transilion, ete., in at least one of the benclunark areas
• Help COIIUUl:l ralldom dl'ug and atcohol screenings
• Maintain cOllfidentIal and thorough eltem records
• Performs other dutfes as required

• Bachelor's Degree required in Social Service Of re~~reo.llield. 1l:J5ubsril\llion~
Strong oral and written communication skills

• Professional manner alld appearanee
• Experience working with homeless and/or veteran! 8 plus
• Ability to \Y1)I·k.lnd~pelldellllyand within a team
• AbilIty to take direction
• Ability to wulit e«cctivel)' wlth diverse group ofcUmts. slllff, and community members
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CLINICAL Dl1n:CTOH
(formally Program Director)

Villages at Cllbrillt)

}Jnlies and Responsibllitles

Reports to the Site Director.Jmplemcnts, and manages programs that provide substance
abuse treatment and clinical counseling tu vet\JIIIIIS at Villages nt Cabrillo. Coordinates
with Workforce Development Director for Employment Services,

J) Cllnlcal programs at Villages nt Cabrlllo include:

• Residential Substance Abuse Treatment Program
• AnVANCE job reentry program
• VIP job reentry program
• Shelter Plus Care Seniors Program
• Veterans 'lransltlonal Housing
• Cabrillo Plsi'a Permanent Housing Program

Responsibilities Include: Bnforce program policies and procedures, supervise Veterans
Initiative Case Managers, monitor expenses, supervise evaluation of veterans I{ll"

discharge into I\DVANCE and VIP Programs (Jobs program), and transitional housing at
Cabrillo, community outreach, lesOUICC development, liaison with Long Beach VA.

~) Coordinate Residential Treatment services with Long Bench VAMe Staff.
2) Identify funding resources, write proposals and implement programs with Greg
McCormack and Program Administrator.
3) Develop relationships with local social SCI vice agencies to provide services as needed,
4) Coordinate services with other Cabrillo providers.
5) Supervise and train Amerit'orps members within the Clinical Departments.
6) Organize monthly statistics, analyze, and develop needed resources with the' Program
Administrator.
7) In association with Greg MCCOrn1l1Ck, coordinatethe needs of the Outreach team and
site at our programs "t Friday Manager's Meeting.

Qualificutians

• Bachelor's Degree a must, Masters preferred
" Strong oral and written couunuuication skills
• Ability (0 motivate others
•. Ability to identify client concerns within
a therapeutic atmosphere

• Strong interpersonal sk ilis
.•.Willingness to learn
" Sci f SIMler
10 Tenm player

. -1, -IATTACHMENT -.......••....
PAGE •.••~ •._OF .$.... -. PAGES



"SERVIATG 11-JOS'E 1VllO SERVEDj
,

Program Assistant

Und" 'he direction of tile Operations Manager, the Program Assiuant Is responsible for enhancing orgalliWiollal
support of programs through client record retention, client program fee collection and reporting, petry cas" dinribution
and tracki"fJ, invoice reconc/tJatioll, supply ordertng, event coordination, and aidillg III the- overall operation of
programs to best serve veterans,

Responsibilities:
• Responslble for overseeing and maintaining central databases of clients and program information and ensures

compliance with grant-mandated systems
• Supports Case Management department in maintaining files. preparation for audits, and correction of any

deficiencies
• Collects and tracks program rents to include providing receipts to clients, maintaining rent calculation worksheets

and waivers, and providing reports to Program staff
• Collects and tracks program rents to include providing receipts to clients, maintaining rent calculation worksheets

and waivers, and providing reports to Program staff Collects, reconciles, tracks, and deposits any other site cash
accounts, money orders, and checks such as donations received or site store revenue

• Monitors and maintains supply inventory, coordinates purchases with approval, submits purchase orders,
allocates expenses, and monitors vendor balances

• Coordinates with Program staff for requesting supportive service funds to meet client needs
• Assists with accounting functions and coordinates with Accounts Payable to ensure all deposits and expenses

are submitted and posted timely
• Assists with grant applications, reports. budget tracking, and billings
• Assists in recording cash and in-kind contributions and maintaining database of contributors for mailings and

solicitations to support programs
• Coordinates shipping and PO$\ office mailings and tracks receipt of products and donations
• Plans annual and other periodic events for donors, partners, clients, and staff
• Assists with program-specific activities as needed such as client screenings, assessment for eligibility. intake

documentation, and orientation
• Assists with human resources activities to include posting positions, pre-screening candidates, scheduling interviews,

coordinating orientancn and training, and tracking evaluation and eligibility dates
• Assists supervisors with coordinating staff training and ensuring proper payroll allocations
• Assists with maintaining Operations Manual and regular review and update of program and organization policies
• Provides direct and confidential support to management, staff members, and interns
• Other duties as assigned
Requirements:
• Bachelor's Degree in Social Services, Accounting. Non-Profit Management or related fleld. Minimum of2 years of

relevant experience may substitute for a degree.

• Strong computer skills and proficiency in Microsoft Office
• Highly organized with attention to detail
• Able to work independently & responsibly
• Excellent communication skills, both oral and written
• Knowledge of veteran issues, homeless ness, and local services a plus
• Enthusiasm, Positive Attitude, Team Player, Flexibility, & Creativity
• Ability to listen, take direction. and make sound decisions
• Abillty to organize and implement both short-term and long-term projects and programs
United States Veterans Inttiative Is a non-profit organizaJion whose misston is the successfu; transition of military
vtaerans and their families through (he proviJ," .. ent and comprehensive support.
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Veteran Service AflSistnnt
(formerly Resident Assistant/CAse Management)

Job Description

!,OSIT10N:111e Veterans Services Assistant position functions in the Veterans in Progress program
here at the Long Beach Site. The goa! of this program is to assist homeless veterans achieve their
highest level of independence through employment, This POSitiOIl performs rourlnc and doily duties
to include all hours.

MAJOR DUTrE,S &
llliSIJONSlB1 1.1TIF"sj

A. Responsible for assurlng cleanliness of rooms through daily inspection.

B, Responsible for reporting and tracking hourly rounds, incidents and crises.

C. Perform conflict resolution.

n. MUlIt be able to insure that fire safely guidelines are met.

R. Will SUppOLt case managers in daily program functions ..

F. Performs other duties as required.

E~PElUICNCE:

Experience Must be able to interact ill II professional manner.

Customer Servlce

Excellent Communication Skills

Tcam Player

Able to work independently

Able to work with a diverse population

HEQUlREMENTS:

A Minimum of Jyr sobriety is required.
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