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JOB SUMMARY 

The family Support Specialist assists families’ to access community resources to meet 
emergency needs.  

ESSENTIAL DUTIES 

• Demonstrates a working knowledge of sensitivity to the needs of low income people.  
• Completes intake for emergency and other COCAA services and requests same.  
• Communicates about community resources clearly to clients; and, about clients to 

community resources.  
• Makes and tracks referrals to other community organizations.  
• Maintains a database of local resources to assist families in moving to self-

sufficiency.  
• Conducts timely follow up on all referrals for services.  
• Inputs data into appropriate databases.  
• Produces documents and emails in a Microsoft windows environment; can use 

appropriate software within one month of hire.  
• Must be able to use cell phone, fax machine, voice mail, or other electronic devices 

and services.  
• Submits a monthly report that identifies number served, gaps in services and other 

issues that prevent families from meeting basic needs, and other items as directed.  
• Identify families open to partnership in moving toward self-sufficiency.  
• Performs other duties as assigned.  

MINIMUM QUALIFICATIONS 

• High School Diploma or GED 
• Two or more years experience in working with low-income families.  
• Must have demonstrated skills working in a Microsoft office  
• Must have demonstrated skills working in a Microsoft environment, word processing, 

database software, spreadsheet programs, email, and internet application.  
• Excellent written and verbal communication skills.  
• Excellent Project and time management skills.  
• Initiative, tact, diplomacy, and creativity required.  
• Detail oriented, strong organizational and analytical skills.  
• Ability to work in a hectic and results oriented environment.  



Position Description:  Family Support Specialist 

• Must possess a valid Oklahoma Drivers License; proof of valid insurance on any personal 
vehicle that will be used for COCAA business purposes, and possesses and maintains 
acceptable driving record.  

• Insurable and bondable under the agency’s current insurance plans.  
• Ability to work with the public, various organizations, and vendors.  
• Must have reliable transportation for work related travel away from designated work site. 

 

DESIRED QUALIFICATIONS 

• Associates or Bachelor’s Degree in Social Work, Human Services, Psychology or 
related field preferred.  

Supervision Given: None 

Supervision Required: Reports Directly to Director of Family Support.  

WORKING CONDITIONS AND PHYSICAL HAZARDS 

• Worksite is primarily in an office, but may include families’ homes.  
• Employee is sometime required to work outside in both normal and abnormal 

weather.  
• Employee must be able to physically perform functions of climbing, balancing, 

stooping, kneeling, crouching, crawling, reaching, standing, walking pushing, pulling, 
lifting, feeling, talking, hearing, and repetitive motions.  

• Some lifting is required usually up to at least 25 pounds, but may be required to lift 
up to 50 pounds on occasion. May be exposed to irate clients, vendors, public and 
employees.  
 

SPECIAL LICENSES AND CERTIFICATIONS DESIRED 
 
 
None 
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