February 2011
Center for the Homeless

Position Description

POSITION TITLE:

Children’s Services Intern
REPORTS TO:

Children’s Services Coach
FLSA:



Non-Exempt

GENERAL SUMMARY:

The Children’s Services Intern works to provide support to the Children’s Services Coach and serve as an advocate for children who are guests of the Center for the Homeless.  Promotes the physical, intellectual and social development of homeless children ages 0 to 17.  Works to stabilize children by addressing the first of their immediate needs.  

PRINCIPAL DUTIES AND RESPONSIBILITIES:

Coordinate Children’s Activity Room and Family Library Programs.

Assist with on-site and off-site programs and special activities for children.

Help conduct welcome sessions for new families.

Advocate for children’s needs and assist in educating the community on the effects of homelessness on children.

Ensure safe, clean, orderly and attractive program space in our facility for children.

Meet on a weekly basis with Children’s Services Coach for supervision.

Conduct children’s safety checks for all family rooms on a weekly basis.

Maintain professional boundaries to include strict avoidance of dual relationships, as well as professional ethics dictated by professional associations in the human services sector.

Assist Family Coaching Specialists.

Participate in weekly family services staffing meetings.

Other duties as assigned by the Children’s Services Coach.

The General Summary and Principal Duties and Responsibilities section summarized above provide a representative listing only and should not be regarded as a complete statement of tasks performed by staff holding this position.  It should be recognized, therefore, that staff may be asked to perform job-related duties beyond those specifically outlined above.

WORKING RELATIONSHIPS:

Reports to the Children’s Services Coach; works closely with Family Coaching Specialists and other Family Team members.  

Internal contacts include direct services staff, partner agency staff, volunteers, and guests of the Center for the Homeless.  

External contacts include area social service agency representatives where coordination and development of appropriate support services is necessary, and partner agency representatives where direct services are provided.

REQUIRED EDUCATION AND EXPERIENCE:

Volunteer or professional experience working with school-aged children.
Volunteer or professional experience in the human services sector.

High school diploma or equivalent.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:

Clear understanding of and commitment to the mission of the Center for the Homeless.

Ability to work independently in the absence of direct supervision and plan, implement and complete job duties in a safe and independent manner.

Demonstrates problem-solving and problem-prevention skills.

Displays sensitivity to the needs of guests, guests’ family, visitors, co-workers, volunteers and others with whom the Children’s Services Coach may interact.

Recognizes time as a valuable resource and responds promptly to needs of guests and others.

Consistently performs work in a time-efficient manner; uses time well in terms of reporting for work, meetings and other activities as scheduled.

Works carefully and precisely with attention to detail.

Meets all requirements of the position; evaluates and follows through on service provision in a timely and appropriate manner.

Organizes and delivers services according to priority.

Maintains regular and predictable attendance.

Performs duties willingly and with initiative.

Remains calm and continues to work effectively in stressful situations.

Demonstrates judgment and tact on a regular basis when dealing with others.

Cooperates consistently with other programs, teams, departments and service providers.

Listens and communicates effectively with guests, guests’ family members, visitors, volunteers, co-workers and supervisor.

Actively participates in cross-training and develops knowledge and skills to perform other job-related responsibilities.

Demonstrated presentation and written skills.

Excellent organizational and time management skills.

Broad flexibility in schedule to work evenings and weekends.

In-depth understanding of and adherence to professional ethics and professional boundaries.

Ability to compassionately set and hold appropriate limits.

Ability to manage conflict in a manner that promotes growth, understanding and resolution.

Knowledge of social service agencies, government entitlement programs and best practice services for children and adults who are homeless.

Ability to adhere to agency policies and procedures.

High level of self-awareness and ability to manage counter-transference issues that arise when working with guests, supervisors and coworkers.

Knowledge of and ability to adhere to the rights of confidentiality.

Ability to work a full-time schedule.
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