Safe Haven Shelter for Battered Women

Family Justice Center Intake Specialist Internship

         POSITION TITLE:
Intake Specialist
        PROGRAM:
Lake Superior Family Justice Center-414 W. 1st Street

 POSITION SUMMARY:
Complete intake paperwork with clients and schedule appointments with service providers.

                         HOURS:
Monday-Friday between the hours of 8:00am-4:30pm (shifts are available in 4 hour increments)
DUTIES:
1. Greet clients and complete intake paperwork.
2. Assist in assessing the clients’ needs and which services would best meet those needs.
3. Provide support, information, and referrals for clients for the following services:

a) Social Services

b) Medical

c) Court/Legal

d) Housing-Clothing-Food

e) Children’s Services

f) Income Maintenance

g) Other Services (as needed)
4. Schedule appointments with on-site staff for client.
5. Call referrals for off-site agencies and schedule appointments for client-as necessary.
6. Enter information obtained during intake into the computer system.
7. Assist with covering front desk duties and other duties as assigned 
DESIRED QUALIFICATIONS:
· Strong verbal and interpersonal skills
· Ability to listen compassionately and absorb detailed information
· Ability to work supportively with women and children
· Ability to work in a busy environment
· Organized, dependable, positive, self-directed, and motivated
· Acceptance of cultural, racial, religious, sexual orientation, and economic differences between people
· Knowledge and experience working with people from diverse groups
· Adequate hearing and phone skills      

· Knowledge of community resources
BENEFITS:

Volunteers have the opportunity to learn about domestic violence, help women and children in domestic violence situations, develop valuable work and life skills, and feel good about giving of their time and talents to help others. This position gives you the opportunity to assist women who have experienced domestic violence and connecting them with the appropriate resources.  Also, you will be providing valuable support to staff which allows them to be more efficient and effective when working with clients.
If interested, please contact Beth Beagan at 218-740-6601 or bbeagan@safehavenshelter.org

