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POSITION:


Hmong Community Liaison 
CLASSIFICATION:

Full Time Position

REPORTS TO:

Program Manager
PRIMARY FUNCTION:
Provide help and support to Hmong individuals through interpreting, advocacy and information referrals and educational programs.
KNOWLEDGE AND SKILLS:
Required Skills
	
	•Fluency in English, as well as Hmong.
•Experience working with individuals of different cultures and backgrounds.
•Ability to perform multiple tasks and knowledge of local community systems is essential. 
•Computer applications experience in Microsoft Office, including database management. 
•Well developed written and verbal communication and administrative skills.


Preferred Skills
           •A Bachelor's degree in Human Services, Communications or related field.
           •Background in public relations, grant writing and/or recruiting.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
•Planning and organizing for various educational programs, including assessment,     

  evaluation, reporting and organizing activities.
•Develop positive working relationships with Hmong families and maintain contact to 
  meet their needs.
•Interpreting for appointments with Hmong clients. 
•Provide Advocacy and Information Referral services to Hmong individuals.
•Recruit participants and volunteers to support project activities. 
•Assist in program development and grant writing.
•Provide assistance to administrative staff.
•Coordinate and attend events on evenings and/or weekends based on organizational and 
  project events.
•Assist with all Project FINE educational programs and sessions.
•Reliable transportation is required.
MARGINAL DUTIES AND RESPONSIBILITIES:
· Assists the department in answering phone calls and answering customer/client questions.
· Assist with organizing the office.
· Complete projects as assigned by supervisor that support the overall organization.
· Additional responsibilities as assigned.

WORKING RELATIONSHIPS:

1. Work with administrative staff, Board, volunteers and the public on projects and day-to-day activities, as appropriate.

2. Work with all levels of Project FINE and outside personnel to perform the duties and responsibilities outlined.

PHYSICAL REQUIREMENTS:

The physical demands described here are representative of those that must be met to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals to perform the essential functions.

Manual Dexterity: Occasionally required to stand; walk; sit; use hands to finger, handle, or feel objects, tools or controls; reach with hands and arms; climb stairs; balance; stoop, kneel, crouch or crawl; talk or hear.  

Office Machines or Equipment:  PC, calculator, copier, fax machine, letter opener and miscellaneous office machines.

Physical Effort: Lift and/or lower items weighing up to 20 lbs.

WORKING CONDITIONS:

Work environment characteristics described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals to perform the essential functions.

Standard office environment.

The noise level is usually moderate (from the office equipment).

The above statements are intended to describe the general nature and level of work being performed by most people assigned to this job.  They are not intended to be an exhaustive list of all responsibilities, duties, and requirements.
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