
LIVINGSTON-WYOMING Arc
INTERN JOB DESCRIPTION
TITLE: Service Coordination Intern


    REPORTS TO: Service Coordinator


PROGRAM: Service Coordination


    LOCATION: Avon, Perry, or Dansville
**************************************************************************************

PRIMARY FUNCTION:
 To shadow an assigned service coordinator in order to experience the responsibilities related to this position.  Will be required to work both inside and outside the office.  Position may require driving and use of personal vehicle. (MAXIMUM NUMBER: TBD.)


ESSENTIAL RESPONSIBILITIES:
· Shadow assigned service coordinator
· Assist with routine office duties (i.e. copying, shredding), as assigned
· Assist with non-billing paperwork, as requested

· Assist with making phone calls to various providers, as requested
· Maintain confidentiality and uphold the mission of the agency
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RESTRICTIONS:

· Will not be left unsupervised with a consumer
· Will not transport any consumers

POSITION PREREQUISTIES:
· Must be working toward a degree in the human services (or related) field, with an interest in working with individuals with intellectual and other developmental disabilities.
· Must have good interpersonal skills

· Must have good reading and writing skills

· Must have basic computer skills, and preferably, familiarity with Word

· Ability to do stairs
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INTERN
SIGNATURE: __________________________________________________________________________
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