Samantha Schiffman
Care Services Manager
725 8th St SE
Washington DC 20003

Care Services and Programs Specialist – Fulltime
OVERVIEW: Founded in 2007, Capitol Hill Village (CHV) is a non-profit membership organization, with 500
members and 300 volunteers. Based on the concept of neighbors helping neighbors, CHV provides
members with social, educational, cultural opportunities, as well as support services including
transportation, home maintenance performed by CHV’s vetted volunteers or vendors. And, CHV’s social
services team provides professional care coordination, helping members to navigate health care, insurance,
social service, housing and issues. CHV’s goal is to help members remain in the community and in their
homes as they grow older. CHV has programs and services for members across the spectrum of health,
mental acuity and economic means. We are pursuing greater ethnic and cultural diversity.
Position Description: Capitol Hill Village seeks a fulltime Care Services and Program Specialist (CSPS) to
help with care coordination / case management, providing information and making referrals, and
developing the transportation and volunteer program.
Care Services: The position will be a member of the Care Services team in managing a small
caseload of care services clients (5-10), researching and providing information and referrals to
CHV members who call with inquiries about local aging resource, and supporting general
knowledge, programs and training around aging. The individual will be working around 20 hours
a week in Care Services.
Volunteer and Program Support: The position will design educational programs around
transportation options, conduct outreach to community partners—particularly in low income
senior housing communities. Ideally, the person’s caseload will benefit from and reflect the
transportation outreach in community. The individual will support the volunteer coordinator in
creating and managing CHV’s volunteer teams.
Other: CHV has a team centered approach to share ideas and design of projects and initiatives and
staff are expected to embrace the opportunities to work with others. CHV is a volunteer-first
organization, meaning that volunteers are involved in all aspects of our work and partner regularly with
staff. Finally, CHV staff rotate the weekend after hours phone coverage, with each full-time employee
responsible for coverage about 6 times /year.

Qualifications
•

A bachelor's degree or equivalent experience

•

•

Experience with web-based programs, social
networking, and basic office software,
including MS Word, Excel, & Powerpoint.

Experience working in a non-profit setting
and designing / creating educational
materials

•

Experience in case management a plus

•

Willingness to learn and utilize CHV’s internal
database (Salesforce platform)

•

Experience working with or managing
volunteers a plus

•

Experience working in low income working
• Strong communication and customer service
with low income demographics a plus
skills
Work Hours: The position is full-time, M-F, 9 AM-5 PM with occasional evening and weekend
responsibilities. Care Services Program Specialist reports to the Care Services Manager. Offices are at
725 8th St SE, Washington DC
(202) 543 1778

jobs@capitolhillvillage.org

www.capitolhillvillage.org

Salary & Benefits
• $45-55,000 annual salary.
•

CHV Health insurance

•

Professional development funds

•

10 days paid vacation, 12 sick days, 2
personal days

•

3% Capitol Hill Village contribution to a
Simple IRA

Performance Evaluation: The position is subject to a probationary period of the first 90 days of
employment. The purpose of the probationary period is to provide a period of time during which the
employee's performance can be evaluated to determine if their performance, ability, willingness and
dependability merit continuation for employment. The Care Services Manager will hold a
performance evaluation at the end of the 90-day probationary period. Subsequent performance
evaluations will be held at the employee's annual anniversary date of employment.
HOW TO APPLY: Send a cover letter and resume in one PDF document to jobs@capitolhillvillage.org
with CSPS in the subject line. Title the document using the following format: CSPS LASTNAME.pdf (e.g.
CSPS SMITH.pdf).
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