VACANCY NOTICE

Energy Assistance Intake Worker 

40 hours with full benefits, seasonal

New York Mills Office 

Salary Range  $10.45-$ 15.67

Otter Tail-Wadena Community Action Council, Inc. (OTWCAC), headquartered in New York Mills is accepting applications for the position of   EAP Intake Worker.   This position will be responsible for the initial handling of all Energy Assistance applications, alphabetizing, making files, logging information into the computer etc.  Responsibilities also include assisting walk in clients to complete application, and assisting callers with Energy Assistance questions.    Position available immediately and will be subject to layoff as workloads decrease.

Qualifications include:  High School Diploma with post secondary in related field a plus.  Previous Energy Assistance Program Experience or other Human Service/clerical/office experience preferred.  Strong phone skills and ability to work with low income households.  Good computer skills.  Good communications skills.  Bilingual in Spanish a plus. 

For additional information and an application packet contact Otter Tail-Wadena Community Action Council, Voice/TTY:  218-385-2900.

Applications will be accepted until 4:30 p.m. Oct. 13, 2010.

Otter Tail-Wadena Community Action Council is an Equal Opportunity Employer and encourages minorities, women, low-income people and protected classes to apply.

