  CITY OF YELLOWKNIFE

 JOB DESCRIPTION
May 2020

POSITION TITLE:   Homelessness Resource Coordinator
POSITION NO: 602-157U  
DEPARTMENT:      Community Services
DIVISION:  Homelessness
LOCATION:            City Hall
SUPERVISOR'S TITLE:  Homelessness Specialist 
__________________________________________________________________________________

SUMMARY OF THIS POSITION
Under the general direction of the Director of Community Services and the supervision of the Homelessness Specialist, the Homelessness Resource Coordinator provides support to improve the capacity of coordinated homelessness service responses. The Coordinator works to strengthen partnerships and connections with other community partners  to implement a system framework for coordinated access, track outcomes of programs and investments, and maintain the Homeless Individual Family Information System database (HIFIS) and enumeration needs for service providers in Yellowknife.
In addition, the incumbent is responsible for all documentation and reporting requirements related to HIFIS.
OUTLINE OF DUTIES
· Assists with carrying out community engagement and outreach by:

-
Maintaining partnerships with various stakeholders throughout Yellowknife;

-
Coordinating with the Homelessness Specialist and partners to organize and facilitate bi-annual homelessness counts;


-
Educating the community and stakeholders on best practice responses for HIFIS and coordinated access to programs.
· Performs Coordinate Access Planning under the direction of the Homelessness Specialist by:
· Researching best-practice opportunities around coordinated access, listing of clients (by-name-lists) and HIFIS; 

· Supporting the development of policies, guidelines, and materials that can be used to support coordinated access strategies;
· Assisting with ongoing reporting and updates on the coordinated homelessness response system.
· Performs database management for HIFIS program by:

· Supporting the development of systems wide service standards on data collection, storage and policy development using HIFIS;
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· Maintaining a detailed work plan for coordinated access that identifies and sequences the activities needed to successfully complete the assignment;

· Working closely with HIFIS data management NGO leads to ensure data collection and outcomes are accurately captured; 
· Using HIFIS to develop and maintain an appropriate database for tracking of local By-Name List, including inflow and outflow of individuals and families, and outcomes related to referral and resource allocation; 
· Assembling and distributing reports on outcomes and indicators, for partners and funders;

· Monitoring the progress of HIFIS and coordinated entry and making adjustments as necessary to ensure the successful completion of the project.
· Assists with projects as follows: 
-
Coordinating bi-annual Point-in-time homelessness counts and related capacity building projects and working on special projects as assigned;
-
Coordinating and creating a detailed work plan for coordinated access that identifies and sequences the activities needed to successfully complete the project;

-
Developing a schedule for project completion that effectively allocates the resources to the activities; 

-
Reviewing the project schedule with the Homelessness Specialist and community partners that are by the project activities; revising the schedule as required;

-
Executing coordinated access according to the project plan;

-
Monitoring the progress of HIFIS and coordinated access and making adjustments as necessary to ensure the successful completion of the project;


-
Establishing a communication schedule to update stakeholders including appropriate staff in the organization on the progress of HIFIS updates and coordinated access;


-
Reviewing the quality of the work completed, in conjunction with the Homelessness Specialist as applicable, on a regular basis to ensure that it meets the project standards;


-
preparing reports on the projects as required;
· Ensuring that the project deliverables are on time, within budget and at the required level of quality; 
· Evaluating the outcomes of the project as established during the planning phase.
SPECIFICATIONS
Knowledge, Education and Experience

This position requires a strong working knowledge of database management systems, an assortment of computer software including the entire windows suite and website updating.  This position requires a self-starter who demonstrates adaptability and understands ever-changing work priorities and environments.  Strong organizational, analytical, attention to detail and problem-solving skills are required for this role. The incumbent must have the ability to establish and maintain rapport with stakeholders and partners, as well as a strong knowledge of homelessness factors and resources 
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including community outreach.  This is typically acquired through some formal education in a related field such as Community Development, Public Administration or a combination of education and work experience.  The incumbent must have a minimum of two years’ experience working in a related position, preferably in a community based setting.  In addition, the incumbent must have a valid class 5 drivers’ license. 

This position requires the ability to oversee established service agreements and to maintain strong relationships with a variety of different stakeholders. Also required are strong written and oral communication skills for the purposes of writing reports and presenting to NGOs and stakeholder groups. The incumbent must have the ability to coordinate competing priorities, perform a number of tasks at one time, organize their work and complete it in a timely manner. Must demonstrate a strong commitment to maintaining confidentiality in accordance with City policy and applicable legislation. 
RESPONSIBILITY

Decision Making
Although the incumbent works with minimal supervision and must exercise sound judgment to make good decisions, the Homelessness Specialist supervises directly and work is assigned accordingly.    Non-routine problems must be fully understood and well researched in order to ensure that viable alternatives are provided. Duties require the incumbent to exercise independent judgment, problem solving skills and initiative. The complexity and amount of detail to each aspect of the job are considerable, requiring good organization, resourcefulness, initiative and common sense.
Contacts
The work requires frequent contact with community groups.   The purpose of these contacts is to give or obtain information and to persuade and obtain co-operation.  A considerable amount of judgment and tact is required.  As interaction with co-workers will be frequent, cooperation and “team spiritedness” is essential.  In particular, this position requires the incumbent to be able to facilitate various groups to collaborate in achieving common goals.
Supervision
This position does not supervise others.  However, the incumbent must be able to work independently while at the same time assisting with coordination of the system of homelessness related programs and services within the City of Yellowknife and build capacity within the housing and homelessness service sector ensuring system integrity and alignment.
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EFFORT

Mental
Duties require the incumbent to exercise independent judgment, problem solving skills and initiative. The complexity and amount of detail related to each function is considerable, requiring good organization, resourcefulness, initiative and common sense.  Job pressure may be experienced by the incumbent through the need to meet deadlines and working with a variety of community groups. The work requires active listening and mental attentiveness in dealing with staff and partner inquiries.  In addition, managing the complex relationships of all stakeholders requires strong mental acuity. 
Physical 
Minimal physical effort is required in performing duties.

WORKING CONDITIONS
Environment
Work is performed in a variety of settings, including incumbent’s cubicle, the community, and partner agency offices. Work will have frequent interruptions both in-person and by telephone. There is frequent travel to local NGOs and incumbent may be required to work some evenings and weekends.
Hazards
There are no hazards associated with this position except that there may be long periods spent at a computer and proper ergonomic principles need to be followed.                                        
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I have read and understand this job description.  The Human Resources Division has informed me that it is a general description of the duties and responsibilities and qualifications required for my position, which forms the basis for my classification level and against which my performance will be evaluated.

_____________________________________                       _______________________________

Employee’s Signature                                                                Date

_____________________________________                       _______________________________

Department Head’s Authorization                                           Date

_____________________________________                       _______________________________

Human Resources’ Authorization                                            Date

_____________________________________                       _______________________________

City Administrator’s Authorization                                          Date
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