Case Aide

SUMMARY:

Under general supervision, assists with the recruitment and matching of Big Brother, Big Sister volunteers and youth.

DUTIES AND RESPONSIBILITIES:

1. Data entry, written correspondence, and reports.

2. Works directly with volunteers and clients going through Enrollment Process including: conducting background checks, contacting references, providing interview reminder calls and scheduling/rescheduling interviews.

3. Conducts volunteer interviews.

4. Updates client waiting list information and assists.

5. Enrollment Manager with bi-annual waiting list update report.

6. Assists Enrollment Department with reference calls and scheduling/rescheduling interviews.
7. Serves on all agency match party planning committees, solicits donations for parties and completes other party planning tasks.

8. Is responsible for recruitment efforts including community outreach events.

9. Conducts match support contacts and survey administration with volunteers and children in a school-based setting. 

10. Serves as a retention specialist writing weekly match activities newsletter, soliciting free and reduced match activities and items, plans match activities, serves on the agency match retention committee, and provides coordination of match retention related grant requests (includes some grant writing).

11. Filing and creation of new match files.

12. Contacts community members/agencies/businesses to secure volunteer training opportunities.

13. Compiles and updates a community resource guide for volunteers and families.

14. Place phone calls to corporate contacts, volunteers, and other contacts as related to Newsletter database.

15. Design and prepare promotional materials.

16. Prepare and distribute press releases and public service announcement.

17. Assist with mailings, database entry, and follow-up letters.

18. Data entry, written correspondence, and reports.

19. Place phone calls to corporate contacts, volunteers, and other contacts as related to Newsletter Database.

20. Is responsible for recruitment efforts including community outreach events.

21. Maintaining assigned partnership accounts.

22. Participates in direct volunteer and or child recruitment for BBBS agency.

23. Solicits match discount partners.

24. Serve as front desk receptionist which includes answering agency phones.

25. Make copies, help with bulk mail, fax.
26. Assist Program Director, Chief Operating Officer, Chief Executive Officer, and CEO Administrative Assistant with various projects
Mentor, support, and supervise student employees of the Children’s Campus.

27. Other job-related duties as assigned.

MINIMUM JOB REQUIREMENTS:

Must pass pre-employment criminal background check.

Valid NM driver’s license and clean driving record.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:

· Takes initiative.

· Good time management and organizational skills.

· Punctual, responsible, and reliable.

· Positive attitude.

· Good interpersonal skills.

· Must be willing and able to use personal vehicle for local travel on agency business.

· Able to meet deadlines.

