CVOEO Position Description
	Program
	Chittenden Community Action

	Title
	Community Services Worker/VITA Coordinator

	Reports to
	Community Services Director and Associate Director

	Supervises
	n/a


Job Summary
Coordinate the VITA (Volunteer Income Tax Assistance) Program, assist and advocate for low income individuals and families seeking assistance with basic needs, determine eligibility for various Chittenden Community Action programs and services.
Summary of Essential Job Functions
PRIMARY

· Coordinate and organize overall effort for the VITA Tax Program

· Maintain technical knowledge of federal and state tax preparation 

· Attend and help to coordinate the annual 3 day IRS tax training and pass written test upon completion

· Coordinate efforts with other local VITA programs

· Provide direct services to low income households such as; intake and eligibility screening, assisting with completing and submitting applications and forms for various services and programs, referrals to other programs and agencies 

· Advocate and coordinate efforts with other agencies on behalf of the household

· Maintain working knowledge of all CVOEO programs, public assistance programs and local social service resources 

SECONDARY
· Participate in local “asset building” strategies for low income households
· Attend and participate in various meetings, workgroups and trainings

Minimum Requirements
· Bachelor’s degree in an appropriate discipline plus two years of community service experience, or a combination of education and experience from which comparable knowledge and skills are acquired.
· Clean driving record, valid driver’s license and access to reliable transportation.
· Excellent organizational, computer, verbal and written communication skills.
· Ability to interact effectively with a diverse population and other social service providers/community groups.
· Sound understanding, interest in and commitment to those living in poverty and the overall needs and problems of the low income community.
Abilities Required/Work Environment
Work is performed in a busy office setting often with clients in crisis.  
Disclaimer
The above statements are intended to describe the general nature and level of work being performed by people assigned to this classification. They are not to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified. All personnel may be required to perform duties outside of their normal responsibilities from time to time, as needed.
	HR use only

	Union Status
	Union
	Pay Range
	$15.00-$16.20

	FLSA Status
	Non exempt
	Last Revised
	09/2008








