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JOB DESCRIPTION


PROGRAM: Housing & Community Services	TITLE: Care Coordinator I I/ Coordinated Entry
[bookmark: _GoBack]JOB CLASSIFICATION: Care Coordination 	SALARY RANGE: $25.24-27.60/hourly
DEPARTMENT: Housing & Community Services
IMMEDIATE SUPERVISOR: Housing Program Specialist

This position provides a hybrid role combining Coordinated Entry (CE) functions and ongoing Care Coordination services for individuals and households experiencing homelessness or housing instability in Lewis County.
The position supports a same-day, low-barrier Coordinated Entry system, ensuring equitable access to housing resources, while also providing ongoing care coordination support funded through non-CE resources (e.g., Foundational Community Supports) when desired by the participant.
The Care Coordinator / Coordinated Entry Specialist interacts with community partners across housing, behavioral health, substance use treatment, physical health, criminal justice, benefits systems, and employment services to support housing stability and self-sufficiency.
This is a full-time, hourly position. Program hours are Monday–Friday, 8:00 a.m.–5:00 p.m. Evening and weekend services are not required.
A. Coordinated Entry (CE-Funded Responsibilities)
These duties relate to system access, assessment, prioritization, and referral and are funded through Coordinated Entry resources.
1. Serve as a Coordinated Entry access point for Lewis County through walk-in, phone, video, and outreach-based engagement.
2. Complete same-day Coordinated Entry Housing Eligibility Screening and CE assessment for individuals and households experiencing literal homelessness.
3. Conduct outreach-based CE access for unsheltered individuals during regular business hours.
4. Educate participants on the Coordinated Entry process, rights, and expectations.
5. Apply CE prioritization standards consistent with Washington State Department of Commerce and Lewis County Public Health guidance.
6. Facilitate diversion and problem-solving conversations as appropriate within CE scope.
7. Prepare and manage housing referrals, including referral readiness checks and warm handoffs when requested by receiving providers.
8. Enter and maintain accurate CE-related data in HMIS (or CAP60 for consent-refused households) within required timelines.
9. Participate in CE case conferencing, system coordination meetings, and data quality activities.
10. Collaborate with Public Health and system partners to support CE performance, equity, and system flow.

B. Care Coordination (Non-CE / FCS-Funded Responsibilities)
These duties provide ongoing, participant-driven support and are funded through FCS or other non-CE resources.
1. Provide ongoing care coordination for participants who elect to receive continued support while awaiting housing placement or working toward housing stability.
2. Develop individualized support plans focused on housing readiness, stabilization, and self-sufficiency.
3. Maintain regular communication with participants, landlords, service providers, and partner agencies.
4. Support participants with benefits navigation, documentation, budgeting, and system navigation over time.
5. Advocate and refer for services including behavioral health, medical care, substance use treatment, employment, legal aid, and other supports.
6. Assist participants with housing readiness activities, including application support and coordination with housing providers, as appropriate.
7. Provide skills coaching, self-advocacy support, and goal progression.
8. Participate in interdisciplinary team meetings and case staffing.
9. Complete all required ongoing case documentation, progress reporting, and program tracking.

C. Shared Responsibilities
1. Coordinate care that is safe, timely, effective, efficient, equitable, and client-centered.
2. Maintain accurate, timely documentation in accordance with funder and agency requirements.
3. Collect data and prepare reports as required.
4. Complete all required trainings, including mandatory training outlined in Washington State Consolidated Homeless Grant (CHG) guidelines.
5. Positively represent CCAP in the community and contribute to a collaborative agency culture.
6. Engage in supervision and professional development planning.
MINIMUM QUALIFICATIONS
1. Two (2) years of related professional experience in client advocacy, care coordination, or human services.
Lived experience with demonstrated success in self-advocacy or a related peer certification may substitute.
2. Current Washington State Driver’s License and auto insurance for travel within the county.
3. Ability to work effectively with individuals experiencing housing instability, trauma, and system barriers.
PREFERRED QUALIFICATIONS
Lived experience with homelessness or housing instability.
1. Understanding of trauma-informed and person-centered care.
2. Certified Peer Counselor training (or willingness to obtain).
3. Motivational interviewing skills.
4. Strong organizational, communication, and time management skills.
5. HMIS or data system experience.
6. AA/BA/BS degree in a related human services field.
LOCATION / WORKING HOURS
This is a full-time, hourly position based in Lewis County.
Program hours are 8:00 a.m. – 5:00 p.m., Monday through Friday.
Occasional travel within surrounding counties may be required.
This position is subject to pre-employment drug testing.
CCAP is an Equal Opportunity Employer.
	It is the policy of Coastal Community Action Program to assure that no individual be excluded from employment or employment opportunities on the grounds of race, color, age, sex, religion, national origin, marital status, or presence of sensory, mental or physical handicap, or Vietnam era and disabled veterans, or be denied the benefits of any of the agency’s employment opportunities or delegate or contracted project agency.
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