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Supportive Housing Records Technician


	Job Class: Supportive Housing Records Technician

	Department: Operations

	Supervisor: Supportive Housing Director

	FLSA Status: Non-Exempt
	Grade: 6

	Revision Date: September, 2025

	Prepared by: BI-CAP, Inc.
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Job Summary:

This position supports the clerical and administrative activities necessary to meet the requirements of a variety of supportive housing programs. 
Scope of Responsibility:

The incumbent follows general instructions from the supervisor in performing tasks and has a limited degree of latitude when handling new situations, problems or deviations from standard practice.   
Essential Duties and Responsibilities:

1 Client housing assistance programs : 
1.1 Screens clients for program eligibility, determines the most appropriate programs and informs them of available resources and advises them of their rights per the Tennessan Warning;

1.2 Assists client in completing applications in face-to-face meetings in the office;

1.3 Enters data into various computer databases;
1.4 Works closely with the Supportive Housing Director for all program reports

1.5 Responsible for program reporting submissions directly to agency funders after approval

1.6 Prepares periodic reports per requirements of the programs and for grants applications and reporting.

2 Maintains confidential department and participant records and files.  

2.1 Maintain HMIS (Homeless Management Information System for state agency) data entry as directed;
2.2 Maintain CAP60 (BI-CAP’s internal database) data entry as directed 

2.3 Creates client files and correctly files information;

2.4 Maintains files of all applications and transactions associated with each program;

2.5 Keeps records of fund expenditures for each program;

2.6 Adheres to and follows confidentiality and access and disclosure protocols. 

3 Provides day-to-day clerical and administrative support related to the agency and the supportive housing programs.

3.1 Performs agency and departmental clerical tasks such as filing, typing/word processing, telecommunications, photocopying and other as directed by supervisor;

3.2 Handles incoming and outgoing mail;

4 Communicates courteously and professionally and maintains working relationships with others in carrying out job functions.

4.1 Communicates with others in the program to provide information relating to work assignments and progress of work or to convey information about conditions or work related needs;

4.2 Conveys basic information to the public when approached with questions within scope of responsibilities;

4.3 Keeps immediate supervisor informed of all problems, unusual or extraordinary matters of significance coming to his/her attention so that prompt corrective action can be taken where appropriate;

4.4 Adheres to agency’s policies concerning data privacy.
5 Performs all job duties in compliance with safety guidelines and with an ongoing awareness of safety practices.
5.1 Knows and follows department and Bi-CAP rules as well as sound work and safety practices in order to accomplish the job objectives and avoid injury or loss;
5.2 Knows BI-CAP’s AWAIR and Right to Know policies and procedures;
5.3 When potentially unsafe conditions are observed makes efforts to avoid or correct them if they are controllable and draws them to the attention of the responsible supervisor or safety representative in a timely manner.
6 Performs other duties and activities as assigned.

Minimum Qualifications:

This position requires a high school diploma or equivalent and two years of administrative experience, or equivalent.  A valid driver’s license or other evidence of mobility is required.
Knowledge, skills and ability include: 
· Knowledge of general office administrative practices;
· Ability to use a computer proficiently;

· Ability to communicate and work effectively with co-workers, program participants and others engaged in program delivery; 

· Ability to balance multiple work demands to ensure all tasks are addressed in a timely manner; 
· Ability to meet the requirements of the Department of Human Services background study;

· Ability to communicate effectively in oral, verbal and written forms.
· Must be unbiased toward low-income families and other racial, ethnic groups, and must have an appreciation of cultural diversity and differing values.
Physical Demands & Working Conditions:

Most work is performed in an office environment.  Position requires frequent sitting, occasional lifting, bending, twisting, kneeling and standing. The position also requires the ability to frequently lift 10 lbs and up to 50 lbs. on occasion. Travel between Walker and Bemidji office on a weekly basis. 
Some requirements in this job description may exclude individuals who pose a direct threat or significant risk to the health and safety of themselves or other employees.  All requirements are subject to modification to reasonably accommodate individuals with disabilities.
Requirements are representative of minimum levels of knowledge, skills, and experience required.  To perform this job successfully, the worker must possess the abilities and aptitudes to perform each duty proficiently.

 

This document does not create an employment contract, implied or otherwise, other than an "at will" employment relationship.  The Executive Director retains the discretion to add duties or change the duties of this position at any time.

BI-CAP, Inc.

