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Job title: Meals on Wheels Client Advocate
Responsible to: Food Programs Director
Position type: Full Time, Non-exempt

Job Description

Assist with daily functions of the Meals on Wheels program, including but not limited to answering
phones, performing intakes, enrollment, and termination of clients. Provides excellence customer
service and can handle all other duties as assigned by Food Programs Director.

Responsibilities
e Conduct home visits for new and existing clients
e Follow up, and through with referrals
e Grant compliance
e Pack out of meals Monday through Friday
e Run daily reports and set up meal bags
e Attend networking meetings
e Answering phones with excellent customer service
e Knowledge of intake/enrollment/termination of clients

e Data entry of new client information into the database and maintain data files on each
client

e Delegate tasks to assigned interns
e All other duties as assigned by Food Programs Director

Education, Training, Experience and Requirements
e Limited Lifting — Must be able to lift 15lbs
e Extensive sitting, computer, and telephone use
e Excellent customer service
e Ability to do research and network to solve problems
e Basic Microsoft Office experience required with emphasis on Excel
e Must have strong organizational skills with the ability to multi-task
e High School Diploma or equivalent




