Montgomery County Community Action Development Commission (CADCOM)
Position Title: Community Service Assistant (1 Openings)
CADCOM is a non-profit social services agency, providing an array of services to low income families to assist them with greater economic self-sufficiency. The department of Asset Development focuses on two programs, the Family Savings Account Program and the Volunteer Income Tax Assistance Program. Both programs are designed to assist families in getting in better financial position for provide for the needs of their families.

The Community Service Assistant will be primarily responsible for assisting with the administration and outreach associated with our Asset Development (AD) programs, including Volunteer Income Tax Assistance (VITA) and our Individual Development Account (IDA) program.

Specific duties include:

· Provide assistance in the coordination and implementation of the AD Program 

· Provide follow-up calls and correspondence to program participants for workshop reminders and paperwork requirements

· Assist with marketing, promoting and recruiting for the AD program

· Contact speakers for financial literacy workshops and track client participation

· Assist with file updates and overall file management and other administrative duties as needed
Qualifications:

· Second or Third student with an expressed interest in working with efforts that impact on low to moderate income families

· Technology skills for data entry, maintenance and graphics

CADCOM is looking for a student who is available to work a minimum of 8-12 hours a week. The preferred hours are between 9AM and 5PM, Monday through Friday. There is flexibility with the actual time, based on the student’s availability.

