FULL TIME OPEN POSITION
POSTED 10/09/2020

Until Filled
POSITION TITLE:
ASSISTANT GUARDIAN
REPORTS TO:
GUARDIAN PROGRAM MANAGER
  I.
POSITION SUMMARY:

Under the supervision of the Guardian, performs a variety of tasks in relation to the provision of legal guardian and/or conservatorship services for court wards that are unable to manage their personal and financial affairs.
  II.
DUTIES/RESPONSIBILITIES:
1. Answers and routes incoming calls, greets customers, retrieves and routes voice messages, retrieves and routes faxes, prepares outgoing mail. Forwards phones to answering service at appointed times.
2. Computer data entry and typing, including entering of case notes and client information into client tracking software.
3. Assists with due dates and appointments.
	Maintains department files and assists with management of files and record retention requirements.


4. Assists in collecting background information on assigned court wards, including:  interviewing family members, caseworkers, physicians, previous guardians or others to determine sources of income, existing bank accounts and other assets as well as religious beliefs, burial provisions, and medical information.
5. Applies for sources of income such as Social Security, supplemental security income, pensions or others as appropriate and has Guardian established as payee for the ward’s income.

6. Provides services including personal contact and visitation with wards as assigned by the Guardian and in the absence of the Guardian.  Attends nursing home care conferences and mental health team meetings regarding wards.
7. Responds to questions, requests, problems and complaints of wards, families, providers, attorneys and the public regarding individual cases and the Office of Guardian in general.

8. As assigned, maintains frequent contact with health care providers regarding insurance and hilling problems.  Submits medical claims to insurance companies. Keeps updated with changes in governmental insurance programs, i.e. clinic plans, HMO’s and others.
9. At the direction of the Guardian, performs account keeping tasks relative to the upkeep of the office files, resolution of problems and discrepancies of records and assists in other duties, as assigned.
  III.
QUALIFICATIONS:
· Bachelor’s Degree, or equivalent experience in social work, accounting or insurance billing.  Experience in adult care related settings or related administrative experience would be beneficial.
· Ability to access office files.
· Ability to operate computers and other office equipment.

· Familiarity with computerized financial software applications.

· One to two years general accounting experience.

· Effective written and oral communication skills.
· Valid driver’s license.

· Cultural sensitivity

*Essential job duties per the Americans with Disabilities Act.

If you are interested in this Full Time Position please send resume to 
jobs@strong-families.org
