
 
Work Study Job Description 

Off-Campus Employers 
 

Job Title of this Position  
Name of Organization  
Website  
Job Location Address 
 

 
 

  

Contact / Supervisor  
Phone Number  
E-mail  
  

Hourly Pay Rate (indicate a range)   

Employment Period 
    Summer Only                   Academic Year               Summer & Academic Year   
 (7/1/2009 - 9/29/2009)                 (9/30/2009 - 6/11/2010)                       (7/1/2009 – 6/11/2010) 
 

Hours per week 
Summer: 

             Full time program 40 hrs/wk      
Part time program up to 19 hrs/wk 

Academic Year: 
Part time program up to 19 hrs/wk 

 
Nature of Business or Organization: 
 
 
 
 
 
Duties and Responsibilities: 
 
 
 
 
 
 
 
Minimum Qualifications: 
 
 
 
 
 
 
 
Educational Benefits: 
 
 
 
 
 
 

(For Work Study Office Use) 
 

JOB NUMBER:            Program/Rate:   FEDERAL______%   STATE______% 
2009/2010 


	Job Title of this Position: Client Services Coordinator
	Name of Organization: The Compass Center
	Website: www.compasscenter.org
	Job Location Address: 77 S Washington Street, Seattle WA  98104
	Contact  Supervisor: Jacqueline Hill
	Phone Number: 206-357-3142
	Email: jhill@compasscenter.org
	Hourly Pay Rate indicate a range: 12.40/hr
	Check Box1: Yes
	Check Box2: Yes
	Check Box3: Yes
	Check Box4: Off
	Check Box5: Yes
	Check Box6: Yes
	Nature of Business or OrganizationRow1: Social Service organization working with homeless and very low income clients in need of basic services such as mailing address, information about services, safekeeping or entitlement benefits, shelter and housing.
	Duties and ResponsibilitiesRow1: Process mail received for  homeless clients and staff mail and information distribution window of the client services office.  Provide information about appropriate services for homeless and very low income individuals who seeking shelter, meals and other social services.  Clearly communicate eligibility requirements and process necessary to access services.  
	Minimum QualificationsRow1: Excellent customer service skills are required to serve clients with developmental disabilities, mental health and addiction issues who may have difficulty processing information or articulating their needs.  Basic office skills needed to properly file mail alphabetically.  Basic computer skills necessary to utilize mail database and access information for clients via the internet.  
	Educational BenefitsRow1: Student will experience a busy office providing direct service to homeless and very low income people and learn how to communicate clearly and respectfully with clients of various ethnic, racial and socio-economic backgrounds, cognitive skills and behavioral health issues.  Student will learn about area resources available to homeless people and process to access those resources.  
	Text7: 75COMC01
	FEDERAL: 75
	STATE: 


