COCAA

Position: Client Services Coordinator FSLA: Non-Exempt
Department: Rx For Oklahoma Partnership/Family Pay Range:
Support
Revised: July 20, 2010 ED Approved:
JOB SUMMARY

This is a non-exempt position assisting eligible families to obtain free or low cost prescription
medications; document and organize client and service information; links clients to other
organizations; processes information for prescription purchasing; and assists families with
community resources to meet . RX/FSS works under the supervision of the Rx Director and the
FSS Director. The family Support Specialist assists families’ to access community
resources to meet emergency needs and works under the supervision of the Rx Director
and the FSS Director. “Job descriptions may be modified based on COCAA needs and
employees may be required to perform functions beyond these described below and employees
are “at will employees” in that either party may terminate the employment relationship.”

ESSENTIAL DUTIES

Facilitates accurate client description of personal and family situation and conditions so
effective determination can be made of appropriate responses or supports.

Makes referrals to other organizations, based on client needs.

Enters programs and client information in a computerized data tracking system and generates
reports.

Assists in the supervision of program volunteers.

Performs other administrative support functions, as needed:

Answers the central office telephone and efficiently routes callers or messages to appropriate
staff.

Responds to central office visitors with concise, accurate information.

Makes copies

Prepares and dispatches mail and parcel deliveries: receives and distributes same.

Enters program and client information in CAPilot.

Performs other duties as assigned.

MINIMUM QUALIFICATIONS

High School Diploma or GED and at least one year of data entry or related experience
required.

Ability to use various computer programs to produce documents, spreadsheets, and emails;
and ability to use specialized software within one month of hire.

Produces documents and emails in a Microsoft Windows environment.

Ability to use various electronics and office machines. (l.e. cell phones, fax machine, other
copiers, fax etc.)

Must have reliable transportation for work-related travel.

Acceptable driving record; proof of valid insurance on personal vehicle; and valid Oklahoma
Driver’s License.
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Position Description: RX/FSS Specialist

Insurable and bondable under the organization’s current insurance plans.

Must attend training required by funding sources and COCAA.

Must be able to travel out of area and overnight for conferences or training.

Must be able to work in a creative problem solving environment with major emphasis on
program outcomes staff empowerment, and community collaboration.

DESIRED QUALIFICATIONS

Associate Degree in Office Management or related field, preferred, or 1 year experience in
office environment.

Supervisor Given: Assists in supervisor of volunteers.
Supervisor Required: Under direct supervisor of Rx Program Director.

WORKING CONDITIONS AND PHYSICAL HAZARDS

Employees works mostly in an office environment, uses desktop completely and various
other machines; occasionally works of site at Health Fairs; educational events.

Employee is required to work outside in both normal and abnormal weather conditions.
Employee is occasionally required to stoop, bend and twist where performing regular
employment activities and in preparation for educational events.

EE may be required to walk up and down stairs.

Some lifting is required usually up to at least 25Ibs. but may be required to lift up to 50lbs on
occasion.

SPECIAL LICENSES AND CERTIFICATIONS DESIRED

None

Can you perform the essential functions of the job with or without reasonable
accommodations?
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