United Way of <Anytown>
UWSF@Work Resource Navigator
Position Title:
UWSF@Work Resource Navigator
Reports To:

<Appropriate Supervisor, ex. Director, Community Engagement- Income>
Description:

The Resource Navigator is a mission driven, self starter, highly organized with excellent communication skills.  The Resource Navigator works primarily with area businesses to enhance their support to employees and their families.  The Navigator uses approaches agreed upon with the host site, working chiefly with the company’s Human Resources Department.  The Resource Navigator is required to submit a weekly activities and outcomes report to the Director of Community Impact.  

Major Responsibilities:

· Conduct outreach and provide direct assistance to local companies/select area nonprofits 
· Serve as a liaison regarding the impact of work supports on employment retention in the areas of education, income, and health
· Provide or facilitate training to HR Departments on the Advanced EITC, automatic enrollment in employer benefits and other mainstream supports

· Facilitate and organize education sessions based on the resource plan developed with the HR Department and from employee input.  This also includes brokering services from area organizations on behalf of the company.
· Screen and provide application assistance for individuals seeking benefits and maintain accurate records.
· Produce accurate, grammatically correct written and verbal answers to inquiries on client status and referral.
· To safeguard at all times the confidentiality of information relating to clients.
· Assist Resource Development staff in providing support to the employer
· To obtain, process and use information held on a computer in a fair and lawful way. To hold data only for the specific registered purpose and not to use in anyway incompatible with such purpose. To disclose data only to authorized persons or organizations as instructed.

Essential Skills:

· Applying  a positive customer service attitude in all aspects of work

· Producing work that requires accuracy with few errors

· Functioning as an effective team member
· Meeting facilitation and conflict resolution

· Applying personal ethics, honesty, initiative, flexibility and responsibility in the performance of work assignments

· Maintaining regular attendance as required for producing a normal, timely flow of work 

· Multi-tasking, able to change from one task to another of a different nature without loss of efficiency or composure

Qualifications:

· Minimum Bachelors Degree in human services or social work; or five years of work experience in related areas
· One year of direct personal experience conducting enrollment and advocacy for mainstream benefits (e.g. Food Stamps, Medicaid) 
· Proficiency in Microsoft Office and demonstrated comfort with using web-based applications
