
INTAKE- SPECIAL PROJECT COORDINATOR (0122-306)
Job Title: Intake Special Project Coordinator- Family Centers

Department: LEGAL

Reports to: Managing Attorney

 

JOB SUMMARY: 

The Special Project Coordinator is responsible for completion of program intakes related to 
referrals from agency partners, such as the Department of Human Services Family Centers; in 
assisting the attorneys/law students in their efforts to work with project participants; 
expediting referral processes amongst project partners; and working with management and 
funders to ensure that project activities/outcomes are tracked. The Special Project Coordinator 
serves as a liaison with special grant projects to facilitate intake referrals, answer agency 
questions regarding intake, gather eligibility documentation and data entry of project activities. 
 
It is expected the Special Project Coordinator will conduct his/herself  in a manner consistent 
with program policies as established by the NLS Board of Directors and the NLS Executive 
Director, including the obligation to maintain client confidentiality.  
 
SUPERVISORY RESPONSIBILITIES:  N/A 

DUTIES AND RESPONSIBILITIES: 

 Properly and thoroughly input new intakes in the case management system; 

 Serve as the point-of-contact for referrals from community partners; 

 Enter pre-screens for referrals, develop tracking spreadsheet, provide confirmation that 
client eligibility and proof income is documented; 

 Coordinate referral information and case updates as appropriate; 

 Help advertise the special project and coordinate project activities to community 
partners; 

 Assist in scheduling, implementing and attend outreach events (in-person and using 
remote technology and/or social media); 

 Ensure  all  messages, via telephone or  on-line intake, are responded to on a daily basis. 

 Open intakes and assemble office files,  forms, and maintain statistics; 

 Generate and monitor pro bono case referrals; 

 Place and track referrals to other resources for each individual referred 

 Perform all duties in a courteous manner and with attention to detail;  

 Perform all other responsibilities  as directed by the appropriate supervisory personnel 
(tasks may vary from office to office); 

 Participate in program efforts to advance the organization  and any fundraising 
initiatives; 

 



 

REQUIRED SKILLS/ABILITIES:  

 Demonstrated computer literacy skills 

 Proven experience in production of correspondence and documents 

 Proven experience in managing information and communication 

 Prior customer service experience preferred  

 Strong computer/keyboarding  skills, including proficiency in Word, Microsoft Outlook, 
SharePoint, and Excel 

 Strong social media experience for marketing outreach events 

 Proficiency in Microsoft Teams or Zoom 

 Excellent  written, verbal and interpersonal communication skills, including the ability to 
manage difficult callers 
 
 

EDUCATION, SKILLS, AND EXPERIENCE: 

 Associate Degree or equivalent preferred  

 3-5 years of professional work experience (legal services a plus)  
 

PHYSICAL REQUIREMENTS:  

 Prolonged periods of sitting at a desk and working on a computer. 

 Must be able to lift up to 15 pounds at times.  
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