
CLIENT SERVICES ASSISTANT POSITION DESCRIPTION


Objectives of the position: The Client Services Assistant has the responsibility for the day-to-day operation of the Pregnancy Resource Center Satellite locations and to assist the Director of Client Services. 

Status: Hourly. 20 hrs/week. 

Reports to: The Director of Client Services

Supervises: All volunteers at the satellite sites

Qualifications:

1. Be a committed Christian who demonstrates a personal relationship with Jesus Christ as Savior and Lord
2. Exhibit strong commitment and dedication to the pro-life position and sexual integrity
3. Agree with and be willing to uphold the Statement of Principle, Statement of Faith, and policies of the center
4. Experience in a helping profession in a position requiring management experience or equivalent is appreciated
5. Exhibit skill in interpersonal communication and problem solving 
6. Be able to provide spiritual leadership, discipleship, and support to the volunteers
7. Be a self-starter and able to carry out responsibilities with little or no supervision
8. Have reliable transportation

Essential Functions:

I. Administrative

1. Interact with the Director of Client Services to relate client or staff needs, progress of center, problems, goal setting and implementation
2. Assist with compilation of program statistical information, including data entry, if necessary
3. Participate in continuing education to stay current on best practices with regards to PRC services and programming.
4. Maintain and develop monthly schedule for client services
5. Develop schedule for Hotline coverage during open hours
6. Onboard and train new volunteers
7. Accept assignments not specifically delineated above as requested by Administration
8. Assist with Hotline coverage during open hours
II. Site Coordinator Duties (Responsible for:)

1. Opening and closing satellite sites 
2. Overseeing peer consulting and other services provided to clients
3. Transporting equipment and supplies between locations 
4. Maintaining and stocking items needed 
5. Maintaining referral resources for volunteers and client use 
6. Managing the Center phone during open hours at satellites
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