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TEMPORARY POSITION 

 
 

JOB DESCRIPTION 

 
POSITION TITLE: Home Energy Assistance Program (HEAP) Program Coordinator 

SALARY CLASSIFICATION/RANGE: NE 03 - $15.00  

STATUS: Non-Exempt 

LOCATION: Main Offices, Oxnard, California 

DEPARTMENT: Home Energy Assistance Program (HEAP) 

POSITIONS SUPERVISED: None 

POSITION REPORTS TO: HEAP Program Supervisor 

CONDITIONS OF EMPLOYMENT: TEMPORARY - Regular Full-time, Subject to Funding. 

WORKING ENVIRONMENT: Office Environment/Outreach Locations 

 
 
 

SUMMARY 
 

Under general supervision, the incumbent performs a variety of CAVC HEAP services, not limited to outreach 

services which may include door-to-door canvassing, community events/fairs, client income eligibility 

certification; program marketing and referral; preparation and maintenance of client application forms/files; 

energy conservation education; and household verification evaluations. This position is characterized by its 

requirement for independent judgment of action based on contract guidelines, regulations and confidentiality, 

maybe required to travel throughout Ventura County to promote outreach in targeted areas. 

 
 
ABILITY TO 
 

Understand and follow oral and written direction, maintain strict confidentiality pertaining to clients 

information, maintain accurate client records; create reports relative to work volume, client contact, 

benchmarks, status of client files, perform job duties independently; gather, analyze and evaluate data; comply 

with contractual and safety requirements; interpret and apply program policies and procedures; work in a fast 

paced environment with deadlines; ability to read and write at a level appropriate for the position; accurately 

perform mathematical computations of average difficulty; effectively communicate and interact with personnel 

at all organizational levels; work with established guidelines and standards to ensure compliance and 

accountability; accurately enter and process client eligibility information into computer system and or 

designated electronic/software systems; use scanner, fax, printer and copier;  communicate and deal 

diplomatically and tactfully with persons from varied social, economic and cultural backgrounds over the 

telephone and in person; proficiently operate standard office equipment, including computer hardware and 

software applications. (i.e., Microsoft Office, Word, Excel, Windows, and Database Programs). 
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DUTIES AND RESPONSIBILITIES  

 

 

1. Complete confidential client intake forms and obtain necessary documentation accurately and in 

compliance with contract. 

 

2. Complete reports on a weekly and monthly basis (including client statistics). 

 

3. Exercise adequate and professional telephone skills and maintain a follow up on all pending files. 

 

4. Responsible for Data entry on all Intake Applications. 

 

5. Maintain files in compliance with contract. 

 

6. Assist in making continuous outreach efforts to HEAP target populations. 

 

7. Assist in maintaining cross filing system to prevent duplication of assistance. 

 

8. Establish and maintain a professional image at all times towards clients, staff, volunteers and visitors.  Be 

courteous and professional. 

9. Provide office support towards the processing of department mail, emails and fax. 

 

10. Provide support duties for Reception Desk during breaks, lunch and as assigned.  

 

11. Ability to participate in out of office community outreach events. 

 

12. Participate in department and all staff meetings and limited to other duties as assigned. 

 

 

QUALIFICATIONS GUIDLINES / EDUCATION REQUIREMENTS 

 

 

Any combination and experience that demonstrates possession of the requisite knowledge, skill and abilities.  

A typical way to obtain these would be: 

 

1. Bilingual skills both in English and Spanish are preferred. 

2. Must be a High School Graduate or GED equivalent. Associates / Bachelor’s degree preferred, but not 

required. 

3. One (1) year of paid or volunteer work experience performing intake processes, community outreach, 

program education/outreach, eligibility, and/or public relations duties. 

4. Knowledge of English grammar, punctuation and spelling; modern office methods and procedures; 

principles of records/files management; activities and responsibilities of an office environment. 

5. Experience in conducting client interviews and intake assessments.  

6. Ability to maintain cooperative relationships with community groups and volunteers.  

7. Knowledge of the energy needs and problems of low-income people and supportive services available. 

8. Ability to use computer programs such as; WORD, EXCEL and data entry software. 

9. Ability to work under time restrictions, meet deadlines, and comply with agency regulations.  
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10. Ability to travel within Ventura County, as requested. 

 

LICENSE AND PERSONAL VEHICLE 

 
Ability to use own transportation.  Must possess and maintain a valid California Driver License, be insurable 

and have/maintain a good driving record throughout the course of employment. In addition, the applicant must 

have access to a dependable vehicle and maintain state-mandated personal automobile insurance coverage 

throughout the course of employment. Employees receive reimbursement per mile for use of his/her personal 

vehicle for business purposes (excluding driving from home and to work) based on the approved IRS mileage 

rate. 

 

PHYSICAL REQUIREMENTS, RESPONSIBLITIES AND WORKING CONDITIONS: 

Must possess mobility to work in a two story office setting and to use standard office equipment, including a 

computer.  Stamina to maintain attention to detail despite interruptions, strength to lift and carry objects 

weighing up to 30 pounds.  Vision to read printed materials and a computer screen; and hearing and speech to 

communicate in person and over the telephone.  Ability to sit or stand for extended periods of time in an 

indoor and/or outdoor environment.  Support and implement Agency Policies and Procedures. Responsible for 

supporting and providing fair, impartial treatment to all employees, volunteers, and clients; support the CAVC 

Policies on Equal Opportunity including CAVC’s policy on Sexual Harassment, and the Agency's 

Confidentiality Policy on Agency information, to all employees, volunteers, clients, and visitors. May 

encounter occasional contact with dissatisfied or upset individuals. 

 

SELECTION PROCESS 

 
Following an administrative review of each application, only the most qualified applicants will be invited to 

participate an oral interview.  After the hiring interviews have been completed, a background check to include 

verification of criminal records will be conducted on the candidate (s) being considered for employment. Once 

the background check (s) have been completed and reviewed, a conditional offer of employment will be made 

to the recommended applicant for hire. The recommended applicant shall submit original documentation to 

establish both work authorization and identity (Birth Certificate, Passport, Social Security, etc.) (Per the 

Immigration Reform and Control Act of 1986).  

 

 

DISCLAIMER 

This job description is not designed to be an exhaustive list of duties nor is it intended to be a written or 

implied contract.  CAVC reserves the right to modify job description. 

 

*** 


