Position: Benefits & Outreach Coordinator – Bilingual in Cantonese/Mandarin or Spanish
About CIDNY:
The Center for Independence of the Disabled in New York (CIDNY) is a leading organization serving and representing people with all disabilities in New York City. CIDNY's mission is the removal of barriers to full integration of people with disabilities. CIDNY helps people with disabilities to gain the skills and obtain the services they need to live independently in the community and advocates for fair and effective policies that improve the quality of life for people with disabilities. CIDNY is an Equal Opportunity Employer. The majority of CIDNY’s staff are people with disabilities who are dedicated to improving the lives of people with disabilities.

Basic Function:
The Benefits & Outreach Coordinator’s primary responsibility will be to meet with seniors and people with disabilities at partner organizations and other locations in the community to provide information on available public benefits and to help individuals enroll in those benefits. This position is conducted both in-person and remotely.
Specific Duties:

· Develop and maintain an outreach plan by re-engaging with past and current organizations with which CIDNY has relationships, researching new agencies, and outreaching to new agencies by email, follow-up phone calls, as well as
in-person.
· Participate in community outreaches, presentations, and workshops.
· Stay current on entitlement benefits and services available to consumers
· Meet with consumers at locations throughout New York City in order to conduct benefits screenings.
· Conduct a comprehensive intake and assessment relevant to the consumers’ needs, including a full benefits review: explain eligibility rules, assist with enrollment and/or recertification and the appeal process. Utilize the Benefits Check-Up software to determine benefits eligibility.
· Educate consumers about available entitlement benefits and provide information about other CIDNY services that may be of assistance to them.
· Follow up with information to consumers about their options for services, service provision applications and rules, and provide appropriate referrals.

· Ensure that all client data and service provision details are current and accurate and that they are documented in a timely manner into CIDNY’s and the contracted provider’s databases.
· Comply with all confidentiality and HIPAA requirements.
· Complete all required paperwork for consumer files as per agency policy.
· Manage the screening and enrollment process by ensuring that all documentation for enrollment and eligibility is available to staff.
· Gather all benefits information from CIDNY’s benefits counselors each month to put together for monthly reports.
· Prepare monthly reports reflecting the benefits enrollments and outreach activities that have been completed.
· Document all outreach activities in the assigned databases.
· Attend agency’s in-service training and unit meetings, any other agency-related activities and off-site trainings, as well as meetings and trainings given by the contractor agency.
· Contribute, as needed, to the organization’s system-based advocacy programs by communicating observed barriers/successes related to benefits and services available to people with disabilities, participate in selected advocacy activities, and/or identify consumers who are representative of certain systems-based advocacy issues.
Education and Training:
· BA or BS degree with at least 2 years of experience with entitlement benefits counseling  (Medicaid, SNAP, LIHEAP, MSP etc), or AA degree with at least 5 years of experience with benefits counseling.
· Must be fluent in Cantonese, Mandarin or Spanish.

Experience:
· Excellent advocacy, interpersonal, organizational, and communication skills required.
· In addition, the ability to work well independently as well as part of a team.
· Must be computer literate of basic Microsoft programs and have the ability to learn new applications and database systems quickly; knowledge of Salesforce a plus.
· Respectful and comfortable with persons from different backgrounds.
· Have understanding or experience with disability-related issues
· Ability to travel throughout NYC.
Travel Demands:
Will work on a hybrid schedule; 3 days out of the Manhattan Office and 2 days remotely.

Equipment Operated:
Computer/Laptop, Phone, Printer/Copier
Working Environment:
The Benefits & Outreach coordinator will spend the majority of his/her work time in CIDNY’s Manhattan, NY office. Work area is a shared work space divided by cubicles. Verbal communication can be heard from other staff in adjoining cubicles.
Salary:
Up to $55,000

Other Information:
Background check is required.
We conform to all laws, statutes, and regulations concerning equal employment opportunities and affirmative action. We strongly encourage women, minorities, individuals with disabilities and veterans to apply to all of our job openings. We are an equal opportunity employer, and all qualified applicants will receive consideration for employment without regard to race, color, religion, gender, national origin, disability status, genetic information and testing, family and medical leave, sexual orientation and gender identity or expression, protected veteran status, or any other characteristic protected by law. We prohibit retaliation against individuals who bring forth any complaint, orally or in writing, to the employer or the government, or against any individuals who assist or participate in the investigation of any complaint or otherwise oppose discrimination.
Number of Employees Directly Supervised:
None
Supervised by:
Director of Consumer Services
How to Apply:
To apply, email a cover letter and resume to Director of Consumer Services, Massiel Felix mfelix@cidny.org. No application will be considered without the cover letter. NO PHONE CALLS PLEASE. Resumes are accepted until positions are filled.
