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COALITION OF HEALTH SERVICES, INC. 
PERFORMANCE DESCRIPTION 

 
 
 
JOB TITLE:   Outreach and Case Management Assistant 
 
DEPARTMENT:  Uniting Parents 
 
RESPONSIBLE TO: Uniting Parents Program Director  
 
JOB SUMMARY:   
 
Performs receptionist duties such as filing, faxing and typing.  Answers phones with courtesy and 
takes accurate messages when answering phones.  Records phone calls as appropriate on the 
Information & Referral log.  Takes referrals for case management and reviews it with the case 
manager to submit to the program director within 48 hours.  Develops a client file for the case 
manager in the correct format after a referral has been approved.  Helps maintain client records up to 
date.  Assist case managers with follow-up to client needs or information.  The assistant helps with 
the overall planning and coordination of meetings and workshops.  Reserves meeting rooms for 
program activities, upon request.   Assist with securing speakers for meetings.  Prepares agendas and 
sign-in forms for all activities.  Gathers sign in sheets and checks for accuracy in attendance.  Request 
supplies and maintains inventory of office equipment.  Assist case manager in entering data for the 
CSHCN quarterly reports.  Assist with marketing functions appropriate to the Uniting Parents 
program and the Coalition of Health Services, Inc..   Submits registration forms for health fairs after 
approval from program director.  Places all events on Outlook. Provides outreach and markets 
program at community health fairs and events.  Sets up program booth at health fairs with all 
appropriate materials to provide outreach.  Makes contact with community organizations to raise 
awareness.  Maintains brochures, resource handbooks and outreach supplies for programs.  Keeps all 
outreach materials clean, organized and presentable. Develops email blast for program events to 
agencies and clients.  Assist with mail outs for special events.   Participates in interdisciplinary team 
meeting with staff as indicated.  Reports to program director and appropriate staff all activities.  
Dresses in a professional manner; wears name badge while on duty.  Performs effective 
intervention(s) in situations requiring trouble shooting and problem solving.  Exhibits good coping 
skills for personal stress. Complies with all Coalition Policies and Procedures.  Performs other duties 
as assigned. 
 
JOB QUALIFICATIONS: 
 
A. Education: 

High School Diploma, equivalent or higher. 
B. Personal Job-Related Skills: 

Must display good verbal and written communication skills. 
Must have good organizational and follow through skills. 
Must be able to exercise good judgment and discretion in handling confidential 

 information. 
Must be self-motivated and able to work independently. 
Must be able to effectively prioritize responsibilities. 
Must display computer literacy and word perfect skills. 
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Must have knowledge of office practice, filing systems, letter composition, format and public 
relations. 
Bilingual preferred in English and Spanish. 

 
C. Licensure, Registry, or Certification: 

None required. 
 

D. Experience: 
Minimum of (2) year in an office setting and working with the public. 
One year of full time paid or volunteer related experience (prefer experience in working with 
people with disabilities. 

E. Physical/Special Demands: 
Ability to comprehend and communicate verbally and in writing. 
Able to communicate effectively with a wide range of agencies and clients. 
Must be able to sit for prolonged periods of time while performing data entry, writing or 
attending meetings. 
Must have dependable transportation for day time travel. 

 
 
 
 
16 hour a week position plus travel benefits in Dumas, TX. Contact Maria Garcia, 
M.Ed. at 806-337-1700 ext. 222 for an application or with questions.  Pay starts at 
$8.75 an hour.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3 
 

 
 
 


