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8 JOB DUTIES AND RESPONSIBILITIES 
 

Provide a brief statement describing the function of work or reason why the position exists.  List duties indicating the percent of time spent for each area of 
responsibility.  If applicable, describe any unusual physical demands and/or unavoidable hazards of the position.  Attach additional pages if necessary. 
 

PERCENTAGES MUST TOTAL 100% 
 

LIST DUTIES IN DECREASING ORDER OF IMPORTANCE / COMPLEXITY.  THE NEED FOR SPECIAL LICENSE, POLICE COMMISSION, 
KNOWLEDGE OR TRAINING MUST BE INDICATED BELOW, IF APPLICABLE. 

 
 
Job Purpose/Description: 
 
A full-time position conducting street outreach for homeless families.  Flexible hours, including evenings and weekends and an ability 
to travel within the service delivery areas are required.  
 
Job Responsibilities: 
50% 
 

• Conducts street sweeps to identify and outreach homeless individual and families. 
• Conducts outreach in non-congregant shelters, encampments, under bridges, outdoors, in shelters, 

soup kitchens, houses of worship, or other places where the homeless congregate. 
• Collaborates with other social service agencies to assist with homeless outreach efforts. 
• Documents service delivery accurately and timely in the electronic database system. 
• Ensures and maintains participant’s confidentiality. 
• Transports participants in agency vehicle in a safe, cautious and responsible manner. 
• Participates in all appropriate employee, supervision, and training meetings. 
• Works as part of the housing team. 
• Assumes other duties as assigned by the Manager or Director. 

 
 
35% 

• Serves as homelessness specialist, ensures appropriate guidelines are followed as applicable to proposed 
scope of work. 

• Communicate verbally and in writing regarding homelessness assistance, Responds to request for 
assistance from the community or other state partners.  

• Attend community meetings related to homeless initiatives within the designated region 
• Implement and provide housing guidance, stability and  self-sufficiency  resource: refer client to 

appropriate support groups within the community 
• Develop create landlord data base- referral list- including eligibility and applications 
• Coordinate lease signing   
• Connect clients to mainstream resources\benefits: unemployment, medical, mental health and substance 

abuse: Connect client to Social service programs- SNAP and child welfare benefits 
• Provide resources for the use of the client and introduce them to the appropriate support groups 

  
5%  

• Attends all trainings to advance knowledge and understanding of grants as relates to homelessness 
• Assist in the training of community partners for the programs 
• Attend and represent the agency at community meetings, training and conferences related to homeless 

issues 
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5%  
• This position is designated as essential staff in time of disaster, staff must respond to emergency 

situations, including flooding, hurricanes, or other emergency event declared by the state.   May be 
required to work long and additional hours off-site, including state, federal or non-profit organized 
shelters.  In time of disaster, work may be required away from primary office location for an extended 
period.   

 
5%  

• Other duties as assigned.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 






