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JOB ANNOUNCEMENT
Position – Case Aide (F/T, Temporary)
Background: IILA’s Local Integration & Family Empowerment (LIFE) Division provides a wide array of services to diverse populations including families who have been victims of trafficking, newly arrived immigrants, unaccompanied minors and families who have been forced to migrate due to violence and/or other traumatic situations. LIFE services include comprehensive case management services, client support groups, job training, job placement, transportation subsidies, and community outreach and education. LIFE Division is projected to serve about 30,000 individuals each year. 

General Summary:
Under the supervision of the Program Manager, the Case Aide will provide support to the case management team.
Essential Functions:
Within a team work environment, the essential functions of the job include the following responsibilities:
· Work closely with case managers to provide support in developing client’s care plan and case management.

· Provide office support to the Case Manager and Program Manager including calling clients or partner organizations, prepare and set up for meetings and community presentations.

· Conduct airport reception as needed and ensure clients arrive safely to their temporary/permanent housing. 

· Accompany clients to appointments.
· Conduct community outreach and education on program services.
· Assist with responding to client referrals. 

· Assist with finding resources for clients.

· Provide daily reports to case managers on all assigned tasks.
· Assist clients with enrollment into programs where eligible.
· Assist case managers with the provision of community orientation sessions to clients.

· Conduct in-person or virtual home visits.

· Provide interpretation and translation assistance.

· Perform general clerical duties including photocopying, answering phone calls, mailing, filing.

· Attend meetings, trainings and community events.
· Follow funders’ rules and regulations related to the LIFE programs.

· Perform other job related duties as assigned.
Job Requirements:
· High school diploma, AA degree preferred.

· A minimum of 2 years of experience in office or clearly demonstrated experience working with the community.
· Bilingual (English/Spanish)

· Strong organizational, oral, written and interpersonal communication skills.

· Must have a flexible schedule and be able to work some weekends or holidays as needed.

· Ability to handle and maintain confidential information.
· Ability to prioritize duties and multi-task in a fast-paced environment.
· Must have a valid driver's license, insurance, a clean driving record and reliable personal transportation. 
· Must possess knowledge and sensitivity to cultural differences. 

· Must have proficient computer skills using Microsoft Word, Outlook and the internet. 

· Ability to keyboard a minimum of 50 wpm. 
· Criminal background clearance and copy of driving record will be required prior to employment.
· Proof of COVID-19 vaccination.

Desirable Interpersonal Skills::
· Ability to be flexible, self-directed, and responsible.

· Ability to recognize, prioritize, and a commitment to accomplishment.

· Ability to seek out and provide support for others as a team member. 

· Strong communication and organizational skills and maintain a strong focus on achieving results.

· Proactive, solution oriented approach to problem solving.

· Ability to be an appropriate role model.

· Ability to demonstrate emotional maturity.
Physical Demands: The physical demands described herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. 
· Intermittent or continuous sitting, walking, carrying, pushing, pulling, standing, driving, bending, squatting, climbing, kneeling and twisting. (4-8 hours/day).
· Frequent keyboarding into a computer (4-8 hours/day).
Job Site Location: Due COVID-19 restrictions, staff will temporarily be working on a hybrid model which may include a combination of remote work, in-office and/or field work. Office is located at:
9060 Telstar Ave., Suite 223, El Monte, CA 91731

Salary Range: The hourly rate for this position starts at $17/hour (37.5 hours per week).
Application Information:
International Institute of Los Angeles (IILA) is an equal opportunity employer.  All applicants are required to complete an IILA employment application.  IILA will not accept resumes in lieu of an employment application.  Please visit www.iilosangeles.org/about/careers/ to download IILA’s employment application.

Send resume and application to:
Veronica Leon
International Institute of Los Angeles

3845 Selig Place

Los Angeles, CA  90031-3143
(323) 224-3800

vleon@iilosangeles.org
NOTE: Job announcements/descriptions are not intended, and should not be construed, to be all inclusive lists of all responsibilities, skills, efforts, or working conditions associated with a job. While this description is intended to be an accurate reflection of the job requirements, management reserves the right to modify, add, or remove duties and to assign other duties as necessary.
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