
GREEN HILLS COMMUNITY ACTION AGENCY 
 

JOB DESCRIPTION 
  

1. JOB TITLE:     2. SALARY GRADE: _____4_____      
    
 Community Services Representative I                        
                                                                                       
3. REPORTS DIRECTLY TO:         
                                         
 Community Development Director                             
         
4. SUPERVISES:      
                                                                                       
 This position does not supervise any staff 
 
5. GENERAL DESCRIPTION: 
 

The Community Service Representative I (CSR I) provides front-line services to 
communities, families, and individuals within the Green Hills service region. This position 
is responsible for contacting and referring low-income persons to programs operated by 
GHCAA and to other community resources that will provide a positive impact. The CSR 
is also responsible for developing and maintaining positive partnerships as well as 
facilitating high-impact strategies employed by GHCAA.  

 
 
6. SPECIFIC RESPONSIBILITIES: 

  
A. Be a champion for the Mission and Values set forth by GHCAA. 
 
B. Direct Customer Service - Provide assistance to families to obtain services otherwise 

unavailable (i.e., transportation) or cope with everyday problems (i.e., counseling). 
Gather information necessary to assess family needs and determine eligibility for 
community services. Assist each family in identifying problems in meeting basic 
needs and potential solutions to those problems.  Help the family set goals and 
provide motivational support in their work towards solutions to their problems. 
Identify resources within the community capable of providing assistance to families in 
dealing with their problems.  Help the family through the process of applying for and 
receiving services. Check to see if referrals made or services provided resulted in the 
desired assistance to the family.  Encourage the family to continue working toward 
solutions to their problems. 

 
C. Agency Community Contact/Community Awareness - Establish and maintain 

effective working relationships with community resources, including human service 
agencies, organizations, and individuals (to include accepting referrals from them).  
Mobilize other potential resources to the advantage of county program participants. 
Provide information to the participants and general community concerning the goals 
and purpose of the Outreach Programs. 

 
D. Program Support – Provide assistance to all GHCAA programs and departments as 

directed. Includes the actual delivery or facilitation of services and associated tasks. 



 
E. Records and Reports - Establish and maintain required confidential documentation 

on families served, including electronic and paper records.  Prepare and submit 
reports, including time sheets, travel records, etc., as required by the agency and the 
supervisor. Maintain client information in the strictest confidence. 

 
F. Community Involvement and Assessment - Active involvement in at least one civic, 

educational, or service group.  Facilitate meetings of quarterly county needs 
assessment advisory group. 

 
H. Professional Development Training - Actively pursue educational and professional 

development training as indentified by the agency and supervisor. 
 
I. Fiscal and Local Share – In cooperation with other staff, carry out general office 

operations, including obtaining necessary supplies and materials and maintaining 
agency property.  Secure resources to meet local share requirements of federal 
grants. 

 
G. Agency and Funding Source Policies – Adhere to all agency policies (including 

personnel, fiscal, planning, etc.) and comply with funding source requirements. 
 

H. Other duties as assigned. 
 
 

6.  KNOWLEDGE, SKILLS, AND ABILITIES: 
 

A. Knowledge of social service theory, methods, and practices. 
 
B. Knowledge of basic techniques of interviewing, utilizing standard agency forms. 
 
C. Knowledge of eligibility requirements in various agency and community programs. 
 
D. Knowledge of all social and health resources in the community and ability to make 

effective referrals to such resources. 
 

E. Knowledge of problems of poverty in the community. 
 
F. Ability to develop a trust relationship with low-income community residents. 
 
G. Knowledge of the purpose, goals, mission, policies and procedures, and resources of 

the agency. 
 
H. Demographic and geographic knowledge of the county. 
 
I. Knowledge of the Community Services Block Grant Act of 1981 and the agency plan 

for implementation. 
 
J. Ability to work effectively with local community agencies and individuals. 
 
K. Ability to handle sensitive agency participant information in a confidential manner. 
 



L. Ability to follow written and oral instructions. 
 
M. Ability to read and write at a level sufficient to record observations and family 

information. 
 
N. Ability to lift and carry approximately 40 lbs. 
 
O. Possession of a valid, current Missouri driver's license. 
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