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Family Support Specialist Job Description 

 

Title: Family Support Specialist Home Location: 1325 Sycamore Road - 
DeKalb 

Position Code: Program Staff Department: Community Action 
Program 

Reports to (title): Director of Community 
Action & Marketing 

FLSA Status: Non Exempt - Hourly 

Date Updated: 9/10/2026 Date Approved (HR): 9/10/2026 
Does this role directly supervise others?                 ☐Yes                           ☒No 

 

Purpose 
• Our Family Support Specialists provide individualized, family-oriented, trauma-informed case management 

services to DeKalb County residents living with low income. They support clients in achieving goals related to 
household stability and family self-sufficiency.   

• This position also supports food distributions and agency outreach efforts and provides case management 
services at designated community locations. Family Support Specialists do not conduct appointments in clients’ 
homes. 

 

Population Served (select all that apply) 
☒ Pediatric (2 – 12 yrs.)                                 ☒ Older Adult (≥ 65yrs.) 
☒ Adolescent (13 – 18 yrs.) ☒ Nonage Specific Task (N/A) 
☒ Adult (19-65 yrs.)  

 

Essential Duties and Responsibilities (performs other duties as assigned) 
Client Intake & Case Management 
• Complete comprehensive intakes and assessments to identify household strengths, needs, barriers, risks, and goals.  
• Determine and document eligibility for services and financial assistance in accordance with funding requirements, 

program guidelines, and agency procedures.  
• Maintain an appropriately sized caseload and provide individualized, family-oriented, trauma-informed case 

management services.  
• Work with clients to develop and carry out service plans based on their needs and priorities.  
• Meet with clients through scheduled office, phone, virtual, or designated community-based appointments.  
• Honor client choice and self-determination by actively involving clients in service planning, identifying and 

reducing barriers to participation, and creating meaningful opportunities for clients to provide input and participate 
to the maximum extent feasible. 

• Monitor client progress, provide ongoing coaching and advocacy, reassess needs, update service plans, and 
complete appropriate follow-up.  

• Use sound judgment, seek supervision when appropriate, and promptly communicate concerns involving client 
safety, ethics, or program compliance. 

• Respond to client inquiries and provide accurate information about Community Action Program services, eligibility 
requirements, and application processes. 

Resources & Financial Assistance 
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• Help clients access housing, employment, education, childcare, transportation, food, healthcare, behavioral health 
services, legal assistance, technology, public benefits, vital records, and other community resources.  

• Provide practical education and coaching related to employment, budgeting, credit, communication, parenting, 
nutrition, technology, housing stability, and other identified needs.  

• Screen clients for available financial assistance, collect and verify required documentation, submit requests for 
review, and communicate approval or denial decisions.  

• Coordinate approved purchases and payments and maintain all required receipts, approvals, payment records, and 
funding documentation.  

• Coordinate referrals and services with Family Service Agency programs and community partners, advocating for 
clients when appropriate. 

Documentation & Compliance 
• Maintain complete, accurate, timely, and confidential client records in agency databases, client files, funding 

trackers, and other required systems.  
• Document assessments, service plans, referrals, financial assistance, client progress, outcomes, and follow-up 

activities.  
• Complete required reports and assist with file reviews, monitoring visits, audits, quality-improvement activities, 

and program evaluation.  
• Protect confidential client, employee, program, and agency information. 
Program & Agency Responsibilities 
• Support food distributions, outreach events, resource fairs, rural service locations, community meetings, and other 

assigned program activities.  
• Participate in Community Action emergency and disaster response efforts as needed. This may occasionally require 

work outside regular business hours, including evenings, weekends, or holidays. 
• Develop and facilitate client education, workshops, support groups, and community learning opportunities as 

assigned.  
• Build and maintain productive relationships with community organizations, employers, landlords, educational 

institutions, government agencies, and other service providers.  
• Assist the Community Action Director with identifying emerging community needs and developing, implementing, 

and evaluating responsive programming.  
• Collaborate with department and agency employees to provide coordinated, client-centered services and support 

efficient daily program operations.  
• Perform required administrative duties, including preparing documents, maintaining files, entering data, responding 

to communications, attending meetings, and maintaining organized shared workspaces.  
• Treat clients, coworkers, partners, and community members with dignity and respect and comply with all agency 

policies, including nondiscrimination requirements.  
• Remain current on agency and department information and complete all required meetings, training, in-services, 

and policy reviews. 
 

 

Job Requirements 
 Minimum Required Preferred 
Education 
(level of education; specific degree) 

• HS Diploma or equivalency  
 

• Bachelor’s Degree in Human 
Service Field 

Experience 
(minimum amount of years; type/field) 

• Documented experience 
providing direct service to 
clients.  Knowledge of normal 
characteristics of growth and 
development throughout the 
span of life. 

• Lived experience of poverty, 
previous or current utilization 
of government benefits, and/or 
experience residing in low-
income housing 
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• Case management and/or 
employment coaching 
experience 

• Non-violent criminal 
background 

Licenses and Certifications • N/A • Case Management 
Certification 

• Food Handlers Certification 
Skills 
(technology; communication) 

• Ability to work with a wide 
range of age groups and 
challenges 

• Evidence of an ability to 
communicate effectively (both 
orally and in writing)  

• Competent in fulfilling 
mandated reporter status 

• Ability to work cohesively 
with team members  

• Strong time management and 
prioritization skills  

• Spanish (written & oral) 

Special Characteristics 
(travel; significant physical demands; 
working conditions) 

• Must have a current Drivers 
license 

• Must have a working vehicle 
• Must have active insurance on 

the vehicle 
• Must have COVID-19 

vaccination 

 

Annual Requirements • Skills verification completed annually as required by department 
director or supervisor 

• Meets continuing education requirement as appropriate to education 
and licensure 

• Annual training as assigned through Family Service Agency 
• Annual training as assigned through participation of various insurance 

plans 
 

Physical Job Descriptions 
Use the key below to determine the avg. amount of time spent in an activity during a typical workday: 

R = Rarely (<1%)    O = Occasionally (1-33%)   F = Frequently (34-66%)   C = Continuously (67-100%) 

 R O F C   R O F C 
Physical Activities 

Walking ☐ ☐ ☒ ☐  Crawling ☒ ☐ ☐ ☐ 
Sitting ☐ ☐ ☒ ☐  Squatting ☒ ☐ ☐ ☐ 
Standing ☐ ☐ ☒ ☐  Reaching ☐ ☒ ☐ ☐ 
Push/Pull ☐ ☒ ☐ ☐  Reaching above shoulder ☐ ☒ ☐ ☐ 
Kneeling ☐ ☒ ☐ ☐  Twisting ☐ ☒ ☐ ☐ 
Bending ☐ ☒ ☐ ☐  Stair Climbing ☐ ☐ ☒ ☐ 
Driving ☐ ☒ ☐ ☐       
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Lifting/Carrying 
Up to 10 pounds ☐ ☐ ☒ ☐  Up to 50 pounds ☐ ☒ ☐ ☐ 
Up to 25 pounds ☐ ☒ ☐ ☐  Up to 100 pounds ☒ ☐ ☐ ☐ 
      >100 pounds ☒ ☐ ☐ ☐ 

Pushing Pulling 
Up to 10 pounds ☐ ☐ ☒ ☐  Up to 50 pounds ☒ ☐ ☐ ☐ 
Up to 25 pounds ☐ ☒ ☐ ☐  Up to 100 pounds ☒ ☐ ☐ ☐ 
      >100 pounds ☒ ☐ ☐ ☐ 

Repetitive Use of Hands 
Simple grasping ☐ ☐ ☐ ☒  Keyboard/use of mouse ☐ ☐ ☐ ☒ 
Combined wrist/hand 
functions (unscrewing) 

☐ ☐ ☐ ☒  Telephone use ☐ ☐ ☐ ☒ 

Fine manipulation ☐ ☐ ☐ ☒       
Environmental Condition Exposure 

Extreme cold non-weather ☒ ☐ ☐ ☐  Toxic chemicals ☒ ☐ ☐ ☐ 
Extreme heat non-weather ☒ ☐ ☐ ☐  Outside weather 

conditions 
☐ ☒ ☐ ☐ 

Vibration ☒ ☐ ☐ ☐  Fumes/dust/odors ☒ ☐ ☐ ☐ 
Wet/humid non-weather ☒ ☐ ☐ ☐  Extreme noise levels ☒ ☐ ☐ ☐ 

Sensory Requirements 
Close vision (clear vision at 20 in or less ☒ Hearing ☒ 
Distance Vision (clear vision at 20 ft or more ☒ Smell/Taste ☐ 
Color vision (able to distinguish colors) ☐ Speech (basic communication skills in English) ☒ 

 

EMPLOYMENT ACKNOWLEDGEMENT: 
 
I have read and understand this job description and agree to adhere to its requirements.  My supervisor has 
answered any and all of my questions. 
 

 

 

________________________________________ ________________________ 
SIGNED       DATE 
 
 

 

 

 

 

 

 


