Project Title: Project PLASE, Inc.
Website address: plase@projectplase.org

Job title: Advocacy Counsdor, Maintenance Assistant, Administrative/Office Assstant

Job Description:

Advocacy Counsdor: This pogtion at the Trangtiond Housing Facility is geared toward addressing
firg, the needs of the residents, and second, assuring the smooth operation of the facility toward
this end. The Trandtiond Housing is atemporary resdence focusng oil asssting homeless
residents to move past their current crisisinto amore stable stuation. Thisincludes addressing
the housing and other support in ways necessary and appropriate. Dutiesinclude:

1. Orienting new resdentsto their surroundings.

2. Doing intake on new clients.

3. Counsding clients and providing on-going support and guidance to them during this crisis
period of their life.

4.  Seeking out and supplying clients with information as needed.

Assgting clients to get needed resources and agencies in the community, through very
active case management, one-to-one advocacy with other organizations and taking
clients to gppointments and to view potential housing placements.

6. Asdding clientsto learn acceptable behaviors and ways of functioning, as appropriate,

through modeling, counsdling, behavior modification, etc., if needed.

7. Assging with the daily operation of the shdlter (including such things as dispensing of
linens, overseeing of medls, monitoring medication, assuring gppointments are kept,
unlocking rooms, etc.) and al basic record keegping for communication and
documentation.

8. Reaching out to clientswho are less active or confident in requesting help; i.e., closing
office (when possible) and going to the clients room or recrestion area to communicate
and to develop atrugt-filled and helpful relationship.

9. Representing PLASE, both on the telephone and in person, with the work of socia
Service agencies.

10. Communicating with other staff about the needs of the clients, the program, the building,
etc.

11. Deding with emergency and crigs Stuations through notification of appropriate
community and PLASE resources, and support the individud in crisis.

12. Coordinating pick up of furniture and other donations on behdf of PLASE and residents.
Ass g residents to move out with furniture, etc. to their new apartments and living
gtuations.

13. Coordinating purchase of food items for the Trangtiona Housing Facilities with the
Maryland Food Bank, Bread on Water, B. Greene, €etc.

14. Panning weekly menus.

15. Preparing meds for resdents on particular shifts, as gppropriate.

16. All direct care (counseling) steff at the Transtiona Housing Facility report to the
Manager of the program for supervision and guidance.

o



Maintenance Assstant: This position would assist the Maintenance supervisor at PLASE with various

duties that assure the upkeep of the buildings, the facilities and the program.

Dutiesindude:

1 .Basic physical work assuring basic upkeep of buildings, systems and surroundings.

2. Would include basic carpentry, painting, repair of locks, floors, gutters, clean up and hauling,
etc.

3. Would include collaboration with maintenance staff, communication with program and/or
adminidrative staff and/or contracted persons, companies.

4. Would include need to pick up maintenance and/or program donations and suppliesto assst
in program improvement.

5. Includes current driving license and good driving record.

6. May need to coordinate with volunteers on basic clean up or improvement activities.

Adminigrativel Office Assgtant: This person would assst in the Main Office of Project PLASE, inthe
reception area and could serve in anumber of support roles, to improve the clerica office
management and adminidrative areas of thisoffice. Dutiesinclude:

1. Serving asreceptionist in Main Office, greeting clients, vigtors, aff, etc. and directing cdls,
inquiries to appropriate individuas.
2. Sorting mail, and digtributing. Sending group emails, newdetters and communique to staff,
etc.
3. Typing various correspondences, grants, materids fitting to the missons and gods of Project
PLASE, Inc.

Making calls as needed to support various adminigirative staff.

Helping to organize office files, etc.

Possibly creating/designing flyers, etc. on the computer for staff meetings, etc.

Helping to organize, write, edit, etc. interna staff newdetter.

Asssting with writing, typing of reports, grants, proposals, letters, etc.

Data entry on client and program performance.
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Pease note; If the volunteer has an interest more in one area than the others listed above, we have a
good higtory of accommodating that interest. For example, if someone would prefer to organize
socidization activities for the resdents, or spend their time working with volunteers who assigt the
clients, or organizing the food purchasing and preparation, that can be worked ouit.

Minimum Requirements:.
Advocacy Counsdlor: A Brethren Volunteer would need to possess certain qualities to work well at
PLASE and with our clientele. These would include:

A dedication to persons and their needs and to socid justice.

The daily ahility to empathize.

The ability to work with a variety of persons and Stuations.

Fexibility, the ability to work in non-structured environment, degree and/or experience,
but thisis not a requirement.
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Preference would be given to someone who has human service training, degree and/or experience, but
thisis not arequirement.



Maintenance Assstant:
1. flexihility
2. «df-darter
3. driverslicense
4.  willing to do diversity of task

Adminigrative/Office Assgtant:

1. Pleasant working style and persondity
Sense of humor isaplus
Ability to be flexible, work within sometime busy office Stuation.
Basic computer proficiency and typing skills
A willingness to support the organization, work with diverse persons
Sdf-darter aplus.
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Supervison (for al 3 pogtions): The Brethren Volunteer will have on-going supervison and support
because he/she would be working with another staff member. Additiondly, there are weekly staff
mesetings that the volunteer would be attending. At these mestings, the clients are discussed and options
are explored to creetively assist the persons. His/her direct supervisor isthe Manager of the Transtiona
Fecility where they are placed. Additiondly, the BV Ser will meet with the Assstant Director (or direct
supervisor for highher unit) on a periodic basis, not to be less than once a month.

Possble Difficulties the Volunteer May Encounter (for al 3 positions): The volunteer would most
probably go through a period of uncertainty about their role and/or lack of confidence about their ability
inthisrole. This, however, will dowly passwith experience and success. A volunteer may aso need to
adjust to the City environments and neighborhood (e.g., the poverty, noise, etc.). Additionaly, a
volunteer would need to take pleasure from having asssted a client well, even if results are not seen, in
order to both avoid frustration, and to truly help a person.

The BV Ser would need to be able to juggle a diveraty of tasks, and adjust to this redlity.

Schedule: The BV Ser would work 10:00 am. - 6:00 p.m., Monday - Friday. There isapossbility of
some exceptions through the year when the person may need to work on evening or weekend shifts.

Description of Project:

Housing for Volunteer:
Housing may/will be with other volunteersin smilar program close to PLASE's buildings.

Additional Factors:

We will take couples.

We are willing to offer a6 month term for older adults
We can take persons with physica handicaps.



