
 
 

 JOB DESCRIPTION 

POSITION: CARES COUNSELOR 
PROGRAM: CARES ACT PROGRAM  
Hourly Rate: $21/hr. 
Position Summary: Temporary until MAY 31, 2022 

Under the supervision of the Program Manager, the CARES COUNSELOR is responsible for providing and 
implementing services under the City of Los Angeles CARE ACT Contract. The CARES COUNSELOR provides 
intake/assessments and financial coaching services for 100 individual clients and their families in the West 
Los Angeles area. The CARES Financial Coach also ensures that 1,000 total LA City residents receive 
services that include food, financial assistance, and legal services and support for college. This positon 
require in person work daily. 

DUTIES: 

 Provides intake and financial well-being assessment and comprehensive case management for 
100 clients that need support in financial coaching. 

 Ensures that 1,000 people receive services that include food, emergency funds, legal assistance, 
and technology support. 

 Develop plans to address clients/families needs including need for legal services, housing 
financial coaching, employment, education, health, mental health services, immigration and 
other services. 

 Collaborate with Intake/Data Entry to ensure all documentation is compete and entered into the 
database. 

 Participates in community outreach activities and Special Events year round, including food and 
fund distributions. 

 Participates in events and projects assigned by HCIDLA 

 Connect and link client/family to FSC program and activities, and other LRO – WLA FamilySource 
Center services, and community resource to assist with meeting goals of improving Family 
income and Academic Achievement. 

 Meet and maintain caseload productivity requirement to meet program contract objectives. 

 Oversee and cultivate relationships with specific internal and external partnerships and 
programming activities assigned by Supervisor. 

 Develops a service plan in conjunction with client/family based on assessments. 

 Maintains frequent contact with clients through appointments at the WLAFSC and telephone 
conversations to follow through with program, services, and provide ongoing support. 

 Completes required program documents and reports with accuracy and attention to detail. 

 Engages and participates in regular staff meeting and trainings. 

 Initiate crisis intervention when crisis related incidents occur with clients or families at WLAFSC. 

 

 

 



 
 

 

QUALIFICATIONS: The requirements listed below are representative of the knowledge, skills and/or 
abilities required to perform the job successfully. 

EDUCATION/ EXPERIENCE/ SKILLS: 

 Bachelor Degree in Finance or BA degree in a related field from accredited university. 
 4 years of experience or certification in Financial Coaching  
 1-2 years of experience providing community-based case management services to low-income 

community in nonprofit setting. 
 Must be able to work with diverse populations. 
 Bilingual required (English/Spanish). 
 Strong written and verbal communication skills. 
 Good time management and organizational skills. 

SPECIAL REQUIREMENTS: 

 Must be able to work evenings and weekends as needed. 
 Employment is subject to applicants' successful completion of a criminal background check 

and/or life scan as required by the Federal, State, City of Los Angeles and local government 
entities. 

 TB clearance, to be renewed every two years. 

Must have reliable transportation, a valid California Driver License and State required automobile 
insurance coverage. 

Location/Site:  1645 Corinth Ave. California Ave., CA. 90025 

Benefits: Includes health insurance, paid-time-off, and holidays. 

 

 


