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POSITION:  Social Service Worker (Religious Non-Profit) 

STATUS:  Non-Exempt/Hourly  

Salary Grade:           TBD 

     

 

OVERVIEW 

The Social Service Worker provides a service to those in the general public who seek financial or 

“other” assistance in order to maintain a minimal quality of life. This position also keeps the Corps 

Officer(s) informed of any issues and activities in the corps setting that may need the follow-up or 

further assistance or counseling. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

 Ensure that the services provided conform to Salvation Army policies, as well as those 

guidelines from which grants may determine how certain services are rendered.  

 Create and maintain files for all clients. 

 Interview and determine client needs; assess if The Salvation Army is able to assist them, 

without created or exacerbating an enabling situation. Contact other Agencies as needed. 

 Assist in answering the telephones on scheduled time and days. 

 Work with the bookkeeper to ensure that all grant monies are being expended properly and 

within a timely fashion, and partake in the preparation of grants (black-book). 

 Keep records and submit all statistic information pertaining to all social service outreach 

(nutrition programs, food box distribution, family services, holiday assistance)- statistical 

periods end last Sunday of the previous month( for Social Services the last Friday of the month 

is the end). 

 Determine who qualify for 'case-management', and perform certain duties that relate to 'case 

management' follow through (home visits, telephone calls, etc.) 

 Maintain and be responsible for all data issues (computerized social services management 

system). 

 Maintain and operate the REACH (utility assistance) program. File all reports that are required. 

 Build network with other agencies. 

 Assist in seasonal activities as assigned by Corps Officer (i.e. Holiday Distribution, Angel 

Tree, Back to School, Fundraising Events) 

 

QUALIFICATIONS 

 High school diploma required; Bachelor Degree in Business and/or Social Work/Sociology 

preferred or equivalent to some college and 3 year experience in this field.  

 Must be able to work with minimal supervision, be prepared to encounter a variety of 

assignments and timelines and must be able to maintain confidentiality of sensitive materials 

and information. 

 Must possess good written and oral communication skills and be able to draft and edit high 

quality level communications. 
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 Must have a general working knowledge and high competency in computer programs such as 

Microsoft Office (including Word, Excel, Power-point, and Publisher) and Lotus Notes 

electronic mail. 

 Must have good organizational skills including multitasking, time management, and office 

systems (including maintaining files). 

 Must demonstrate good judgment and act in a professional manner. 

 A complete understanding of the purpose and goals of The Salvation Army is required. 

 Ability to speak and write the English language with professional level skill is required. 

 

PHYSICAL REQUIREMENTS 

This position is primarily sedentary and requires the ability to remain at a keyboard for periods of up to 

two hours with minimal interruption. Ability to operate a keyboard is essential. 

 

To perform this job successfully, the incumbent must be able to perform the essential duties with or 

without accommodation. 

 

Ability to walk, stand, bend, squat, climb, kneel and twist on an intermittent or sometimes continuous 

basis.  Ability to grasp, push, pull objects such as files, file cabinet drawers, and reach overhead. 

Ability to lift up to 35 lbs. 

 

If interested in the position: Please email a copy of your resume including three references to 

Alexander.williams@usw.salvationarmy.org 


