UPPER MONTGOMERY ASSISTANCE NETWORK


Volunteer Job Title:
Screening and Referral Specialist

Reports to: 

Director of Housing Assistance


Objective:

Respond on-site at UMAN’s offices in Gaithersburg, Maryland primarily 

to telephone requests for emergency housing and utility assistance, but also to requests for referrals, in a timely, efficient, and compassionate manner. 

Volunteer Job Description: 
Volunteer Screening and Referral Specialists will, under the supervision of the staff, receive referrals from local social service agencies and field calls from clients and then make referrals to the appropriate party or grant emergency financial assistance. Screening and Referral Specialists work with potential clients seeking information about community and/or government services for help with housing, clothing, food, childcare, dental care, medical care, financial counseling, job counseling, etc.  Volunteer Screening and Referral Specialists must work on-site for confidentiality reasons and will only work with clients primarily by telephone, but also fax and eventually e-mail. Resource and on-the-job training is provided.
Requirements, Qualifications, Skills and Abilities

Volunteer Requirements:
Must possess a high school diploma or GED.





Must be at least 18 years old. 





Must be able to work on-site at UMAN offices.





Must be able to commit to a minimum of 3 hours a week.  

Qualifications, Skills and Abilities:

1. Possess good communication and interpersonal skills (Spanish a plus, but not required).

2. Be comfortable asking some personal questions (e.g. income, housing assistance, etc.).

3. Possess good telephone skills and ability to record clearly and succinctly the essence of a telephone conversation by hand or by computer. 

4. Ability to alphabetically file and retrieve.

5. Ability to respond calmly and objectively to a variety of crisis situations.

6. Ability to operate within Network’s mission, principles, and strategic plan.

7. Interest in working with clients who are in the low to moderate-income brackets representing a variety of races, cultures, and ethnicities. 

8. Interest in service to the community through a dedicated nonprofit.

9. Be reliable and punctual.

10. Willingness to learn.

Responsibilities and Specific Duties

Responsibilities:

1. Completion of personal interview, volunteer orientation and training.

2. Process cases while observing guidelines and office procedures. 

3. Maintain strict confidentiality regarding client name and information.

4. Allocate sufficient time to process cases and record any action taken on the case. 

5. Attend monthly volunteer meetings and any other education sessions to maintain and update skills. 

Specific Duties:

1. Objectively interview clients by telephone and clearly complete intake forms.

2. Verify information by calling landlords, mortgage companies, utility companies, and caseworkers.

3. Assess appropriateness of funding and solicit as needed. 

4. Offer clients referrals for additional support services as identified. 

5. Inform clients of decisions made regarding referral and assistance.

6. Contact landlord/mortgage/utility company to confirm payment of bill.

7. Advise staff persons on the status of the case. 

About the Upper Montgomery Assistance Network

Description

UMAN provides emergency financial assistance, education and referral services to people in our community who are at risk of homelessness. From our offices in Olde Towne Gaithersburg, Maryland, our stellar team of volunteers provides clients with a point of entry for assistance primarily by telephone.  UMAN provides all services in English and Spanish. UMAN helps families and individuals who live in the areas of Gaithersburg, Montgomery Village, Germantown and Derwood and are facing eviction, foreclosure or utility disconnection. UMAN helps all people regardless of race, religion, sex, age or national origin. 

As UMAN services exist because of the support of on-site volunteers, we take great efforts to ensure that our volunteers are working in areas that they enjoy and those in which they are comfortable. UMAN staff works with volunteers to create a volunteer plan that offers personal skills development, by the volunteer’s request.  Additionally, UMAN offers certain benefits or volunteer rewards for volunteers on a periodic basis. 

Workplace

Volunteer Screening and Referral Specialists work on-site at UMAN’s offices in Gaithersburg, Maryland. Office hours are a flexible Monday through Friday, 9:00 a.m. to 2:00 p.m.

Contact Information

Regina Mastromarino, Director of Housing Assistance

Upper Montgomery Assistance Network

P.O. Box 416

Gaithersburg, MD 20877

Tel: 301-926-4422

Fax: 301-926-4424

Email: volunteer@uman-mc.org
Web: www.uman-mc.org
