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CLIENT SERVICES COORDINATOR 
Summary of Position: 
The Client Services Coordinator is responsible for the day-to-day operations of all services ministering directly to clients at the Center. This includes creating a warm and welcoming environment to all clients, potential clients, and donors.   Quickly build rapport, use active listening and an empathetic attitude.   Whether in person or on the phone, remain calm and composed under pressure and provide support effectively in crisis situations.  Training and management of all volunteers as well as implementing necessary programs to meet client needs.  Must be highly proficient in MS Word, Excel, Centerpiece Ekyros and Bright Course.
Reports to: The Executive Director			   
Supervises:  All volunteers at the center 
Essential Functions
[bookmark: _Hlk94172043]1.  Administration 
1. Proficient in computer operations and standard office software.
2. Answering phone calls and responding appropriately to the caller’s needs.
3. Schedules client appointments and processes clients through all required paperwork, ensuring all forms are updated and accurately maintained.
4. Keeping schedule up to date and organized for online nurse/chat in “Pluslink” software.
5. Keeping track of the people arriving for appointments and when they leave the building.
6. Interact with Director to relate client needs, progress of center, problems, goal-setting & implementation.
7. Recruit and interview potential client advocates and baby boutique volunteers as openings occur.
8. Conducts quarterly in-service meetings for volunteers/staff to review policies, share updates, and reinforce training.
9. Be available and willing to fill in as needed with fundraising events.
10. Be available to chaperone ultrasounds.  
11. Remain calm & composed under pressure, able to provide support effectively in a crisis situation.
12. Able to quickly build rapport with clients and potential clients, demonstrating an empathetic attitude and strong listening skills. 
13. Regularly attends a Christian Church.  

II. Supervision 
1. Oversee in-house training of client advocates.
2. Assist in recruiting possible client advocates for the ministry.
3. Implement an appreciation program for client advocates.
4. Develop and maintain monthly schedule for client advocates.
5. Conduct yearly evaluations of client advocates.
6. Overseeing cleanliness & physical appearance of center.
7. Participate in and/or lead the in-service staff meetings as requested.
8. Ensure Client advocates remain current on all internal training.  
9. Oversee the Baby Boutique and its volunteers.  Be sure it is clean; neat and all merchandise is safe and in good working condition.  
10. Coordinates volunteer recruitment efforts for fundraising events.

III Volunteer Management
1. Oversee client advocates and other services provided for clients.			
2. Provide advocate services when client advocates are not available.
3. Maintain and update the local referral resource list for center and client use
4. Evaluate, select and maintain needed educational materials and resources for client use, with the help of the Executive Director.	
5. Be available to minister to the needs of the volunteers.	
6. Implement a follow-up program with clients and be sure that all client advocates are following the program.
7. Maintain and oversee all center’s software programs.
IV. Public Relations
1. Participate in events, as requested by Executive Director, such as in-service training & staff meetings.
2. Participate in meetings with other organizations related to the needs of clients, as requested by the Executive Director.
V. Training
1. Assist in conducting client advocate training seminar
2. Conduct and supervise the orientation of new client advocates in the center
3. Assist in scheduling volunteer in-service trainings
Religious Responsibilities and Duties:
· Upholds the center’s policies and procedures, especially the religious principles in the statement of faith and the Code of Christian conduct.
· Believes in the sanctity of all human life from the moment of conception through natural death.                                                      
· Has a sincere, mature faith and can competently share the gospel, as appropriate
· Regularly attends a Christian church
· Exhibits strong interpersonal, spiritual, and administrative skills, takes initiative, and is flexible
· Supports the religious mission of the center 
Work Environment
This job operates in a professional office environment. This role routinely uses standard office equipment such as computers, phones, photocopiers, filing cabinets, scanners and fax machines.
Physical Demands
This is largely a sedentary role; however, some filing is required. This would require the ability to lift files, open filing cabinets, bend or stand as necessary and lifting/carrying donated items to the boutique. 
Position Type and Expected Hours of Work
This is a part time permanent position with 21 hours per week.  Tuesday & Thursday 9:30-4:30 and 
Wednesday’s 12-7.
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