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       Family Promise of Gallatin Valley

                                          Family Support Specialist 
                                          Last Updated: 10/05/2022

CLASSIFICATION:
Exempt; with evenings and weekends as required 
REPORTS TO:
 
Early Learning Director, Rising Stars Early Learning Center
SALARY:


$41,600 - $45,760, depending on experience 

Job Summary: The primary responsibility of a Family Support Specialist is to provide direct service support and crisis intervention to families needing assistance at Rising Stars Early Learning Center, while providing and maintaining a welcoming, friendly, and safe environment for all. This position is directly supervised by the Early Learning Director and is expected to engage, equip, and empower families of children attending Rising Starts ELC. 
Responsibilities and Duties:
Program Management 

· Process all scholarship applications for Rising Stars Early Learning Center. 
· Manage scholarship funding available and properly allocate based on program requirements.  
Case Management
· Develop individual and family success plans for each family in need, understanding how different experiences (culture, traumas, etc.) impact family goal setting; including steps and time frames for goal completion and review with families on regular basis; make necessary adjustments to case management plans while holding families accountable for their actions, responding with firmness, compassion, and kindness. 

· Work with families on overcoming barriers by brainstorming solutions and referring families to pertinent resources. 

· Understanding family needs and helping families navigate the system of applying for services like transportation, food, clothing, etc.

· Advocate on behalf of the program participants as needed, assist families in assessing essential, beneficial, and viable social services and other available programs. 

· Coordinate with the Rising Stars Early Learning Director to develop and implement in-house programming for families.

· Plan family engagement events and activities such as and family-oriented initiatives.

· Assist families in all aspects of the enrollment process.

· Work beside a team of other Family Promise case managers to collaborate and implement best practices.

· Assist in the orientation and adjustment of newly enrolled students and families. 

· Remain updated of developments in the fields of family studies and child development.

Data Management 
· Maintain detailed and organized records of each family’s progress, regularly maintain case management notes in an electronic records system. 
· Manage and provide monthly data/reports on current and past program participants.
Other

· Maintain on-going communication with the Executive Director, Early Learning Center Director, other staff, and center families. 

· Be on-call for emergencies pertaining to the facility, staff, and children. 

· Other duties and tasks assigned 

· Continue own ongoing professional development.

Knowledge/Skills/Abilities:

Knowledge

· Human development, psychology, and/or social services

· Effective communication and motivation techniques

· Crisis management best practices and procedures

· Available community resources

· Data collection and management systems

· Issues related to homelessness and trauma-informed care

· Familiarity or experience with Family Promise 

· Familiarity of Social Worker Code of Ethics
Skills

· Ability to resolve conflict and deescalate crisis situations

· Proven and effective verbal and written communication skills

· Basic first-aid and/or CPR techniques (certification preferred)

· Effectively prioritize tasks

· Follow through with responsibilities

· Innovative problem-solving

· Intermediate to advanced Microsoft Office Suite computer skills

Ability to

· Work in a dynamic and, at times, chaotic environment with multiple distractions including children of all ages

· Ability to relate to homeless adults and minors in a respectful, non-judgmental and competent manner

· Establish professional and well-organized communication with participating families

· Work with minimal supervision, independently and as a team player

· Work effectively and calmly in crisis situations

· Motivate a group towards a common objective

· Plan, schedule, and organize multiple priorities

· Effectively communicate with individuals across all socio-economic levels

· Establish and maintain relationships with diverse organizations (primarily faith-based), agencies, and community members

· Perform in a multi-tasking environment
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