POSITION DESCRIPTION

POSITION TITLE:

Referral Specialist
FLSA:



NON-EXEMPT

The Brazos Valley Food Bank is a member of the Community Partner Program (CPP). The CPP is a collaboration between the Texas Health and Human Services Commission (HHSC) and a statewide network of food banks; government, faith- and community-based agencies; and other social service organizations.  Community Partners are trained and certified by HHSC to help low-income Texas apply for services using the HHSC online benefit portal, YourTexasBenefits.com.

I. JOB SUMMARY

The primary purpose of this position will be to provide referrals to low-income Texans seeking social services.  This position will be responsible for building a network of referral agencies in their communities to support client needs. This position will work closely with food bank Case Assistance Navigators who are trained to assist applicants in applying for SNAP (formerly Food Stamps) and other services. 
II. ESSENTIAL FUNCTIONS
· Develop an outreach plan to recruit referral organization partners; 

· Actively recruit referral organization partners on an ongoing basis;

· Provide intake, referral, and follow-up services to all clients; 

· Serve as the primary local point of contact for referral organizations, including executing all necessary agreements, brokering applicant contact, securing follow-up data, and renewing/suspending partners in line with contract requirements;
· Maintain and update records and reports for all referrals using client tracking software;
· Collect data and information required by the evaluation plan and processes; and
· Provide feedback to management about evaluation process issues.
· When required, develop and implement a plan to provide partner agencies current information about Integrated Eligibility Enrollment application (IEE) requirements, benefits, and the application procedure.
· Identify geographical areas of high need within the service area for the purpose of targeting efforts to reach potentially eligible populations (PEPs).  

· Identify and establish partnerships with existing community organizations.  Provide them with outreach/education materials for distribution.  Enlist their assistance in securing locations for IEE education sessions / information booths.  Maintain working relationships with the partner agencies.

· Utilize existing channels of direct assistance. 

· Plan and facilitate education sessions, pre-screening sessions, and/or information booths at locations frequented by low-income persons.

·  Provide thorough IEE application assistance to PEPs.  Related activities include, but are not limited to:

· Assist with completion of the application form.

· Help client to gather all required documentation, if necessary.

· Contact appropriate agencies and individuals on behalf of the client to acquire documentation, if necessary.

· Communicate with HHSC contact person, at the request of clients, to clarify specific requirements and rules.

· Submit completed applications to HHSC, if necessary. 
III. MINIMUM QUALIFICATIONS

· Bachelor's degree from an accredited college or university accredited is preferred. Relevant experience may be substituted for education.

· Computer-literate with in-depth knowledge of relevant software such as MS Office Suite, Internet such as Google Chrome and client tracking software such as Salesforce.
· Excellent written, oral, and interpersonal communication skills.

· Excellent organizational, planning, and problem-solving skills.

· Customer-service oriented.
· Knowledge of hunger & poverty issues.
· Ability to work cooperatively with other Food Bank staff and volunteers.
· Ability to juggle and adapt to multiple projects with attention to detail and accuracy while adhering to deadlines in a high-energy, fast-paced environment.

· Able to work independently with little or no supervision.

· Strong ethical character capable of exercising good judgment and discretion and handling confidential information.

· Able to pass a background check administered by HHSC.

· Reliable transportation and a valid DL and insurance.

· Bilingual (English/Spanish) preferred.
IV. ADDITIONAL REQUIREMENTS WITH OR WITHOUT REASONABLE ACCOMMODATION

· Ability to walk, stand, sit, kneel, push, stoop, reach above the shoulder, grasp, pull, bend repeatedly, identify colors, hear with aid, see, write, count, read, speak, analyze, alphabetize, lift and carry up to 50 lbs., perceive depth, operate a motor vehicle, and operate motor equipment.

· Conditions may include working inside, working outside, working alone, working protracted or irregular hours, and traveling by car, van, bus, and airplane. 

· Equipment (machines, tools, devices) used in performing only the essential functions include computer and related equipment, calculator, copier, fax machine, telephone, and automobile.

TO APPLY:

Interested candidates should send a cover letter and resume (or professional vitae) to:

Cheryl Butler, Benefits Assistance Coordinator

cherylb@bvfb.org
Submit a cover letter and resume. Please no calls or walk-in inquiries about your application.  If we are interested in interviewing you, we will contact you.  

BVFB is an Equal Opportunity Employer (EOE).

About the Brazos Valley Food Bank

The Brazos Valley Food Bank, a local nonprofit organization based in Bryan, is a central distribution site that unites food donors, volunteers and hunger-relief agencies around the common goal of a hunger-free Brazos Valley. As the hub of over 35 different agencies that feed the hungry throughout Brazos, Burleson, Grimes, Madison, Robertson and Washington Counties, the Brazos Valley Food Bank distributes million pounds of food/millions of meals annually to tens of thousands of different individuals in need.  In addition to supplying food to partner agencies, the Food Bank oversees Children’s BackPack and Senior Bag Programs, Mobile Food and School-Based Food Pantries, Benefits Assistance, Nutrition Education, Screen & Intervene strategies, as well as anti-poverty services through Together We Grow to better reach those in need.  

Compensation

Salary is commensurate with education and experience.  Competitive benefits package.
