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Job Title: Office Manager/FWB Homelessness Prevention Specialist 
Department:  Family Well Being Department 
Reports to: Managing Director of Family Services 
Status:  Full time position 40 hours   
Location:            NWGA Office 
 
 
This position is ideal for Bilingual/Bicultural recent graduate bachelor students with social work, psychology, 
human services, health education or related field background who are seeking to increase their experience 
and knowledge around working with Latinx /Immigrants communities. This is a salary full time position.  
 
About LAA:  The mission of the Latin American Association (LAA) is to empower Latinos to adapt, integrate 
and thrive.   Our vision is ‘Opportunity for all.’   
 
Founded in 1972 to serve Atlanta’s then-emerging Latino population, the LAA has grown to become the 
region’s leading agency representing Latino issues.  The LAA invests in individuals’ and families’ abilities to 
pursue education, employment and other opportunities that lead to improved economic stability and quality 
of life.  Our 44 year history and community-based mission render the organization truly unique in its work and 
capabilities.  The LAA stands as the oldest, most trusted and only fully bilingual organization in the region 
focused exclusively on the needs and concerns of the Latino community.   
 
Serving nearly 40,000 individuals each year, the LAA offers Atlanta area Latinos an extensive range of 
evidence-based services, programs and supports to help them fully and successfully integrate into the 
community.  Our focus areas & programs include: Family Well Being; Economic Empowerment; Immigration 
Legal Services; Youth Education and Advocacy.    
 
POSITION SUMMARY 

The Office Manager/FWB Homelessness Prevention Specialist position oversees the daily operations of the 
office and supports families and individuals with financial assistance options and means of preventing 
homelessness.    

ESSENTIAL DUTIES AND RESPONSIBILITIES 

● Support managing the daily functions of the office operations.  
● Monitors the staff schedules for regular attendance along with ensuring all tools and resources are available 

for the staff to perform their specific roles.  
● Observes interactions with clients to ensure proper service levels are provided both virtually and in person.  
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● Supports families and individuals with financial assistance complete intake, pre-screening and determining 
eligibility through funding source requirements.  

● Provide clients with supportive services, referrals, and access to relevant LAA programs, and external 
community organizations and resources including primary health care, mental health services, civil legal aid, 
and other supports. 

● Assist clients in crisis with emotional support, provide orientation about victims’ rights, and coordinate basic 
needs services such as emergency food, clothing, and temporary housing if funding is available.  

● Welcome and assist clients accessing needs, demonstrating empathy and respect. 
● Complete data entry in the FWB department database system. 
● Keep confidentiality and privacy on clients’ private information and records.  
● Establishes relationships with the facilities team and communicates about facility access and activities.  
● Coordinates weekly meetings with NWGA office staff and Family Wellbeing leadership.  
● Comply with all organizational departmental, and program guidelines, policies, and procedures. 
● Support Family Stabilization & Well Being programs events and programmatic goals. 

QUALIFICATIONS 

The qualifications listed below are representative of those required to successfully perform the essential 
duties and responsibilities of this position.  

Education and Experience:  

● BA/BS in related field 

● Five years of related work experience in office management.   

Knowledge, Skills and Abilities:  

● Strong written and verbal communication skills.  

● Prior leadership experience and ability to oversee employees and manage challenges.  

● Proficiency in Microsoft Office Suite and other computer technology applications.  

● Strong interpersonal skills and ability to build and maintain relationships at all levels.  

● Fluency in Bi-lingual communication – English and Spanish written and verbal 

● Ability to work independently and a high level of critical thinking.  

PHYSICAL DEMANDS  

The physical demands described here are representative of those that must be met by an employee to 
perform the essential functions of this job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions.  
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●  Occasionally required to stoop, kneel, crouch or crawl; taste or smell.  

● Frequently required to stand; walk; sit; talk; hear; use hands to finger, handle, or feel objects, tools or 
controls; reach with hands and arms; climb stairs; balance.  

●  Occasionally required to lift and/or move up to 10 pounds   

 

Salary:  $49,000 yearly.  

WORK ENVIRONMENT  
The work environment characteristics described here are representative of those an employee encounters 
while performing the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform essential functions.  

● Regular, on-site attendance is required 
● Work is primarily in a climate-controlled office building or with moderate noise level 

 
This job description should not be construed to imply that these requirements are the exclusive standards of 
the position.  Incumbents will follow any other instructions and perform other related duties as may be 
required by their supervisor. Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions of the job. 
 
To submit a resume or for more information, please contact Cynthia Roman at croman@thelaa.org.    
 
Learn more about the LAA at www.thelaa.org. 
 
Facebook: www.facebook.com/LAAatlanta  
Twitter: www.twitter.com/TheLAA   
 
 
 
 

http://www.thelaa.org/
http://www.facebook.com/LAAatlanta
http://www.twitter.com/TheLAA

