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	Area Agency on Aging - Region 9, Inc.

710 Wheeling Avenue, Cambridge, Ohio 43725     Voice (800)945–4250 ( Fax (740)439-0064
Serving Ohio’s Belmont, Carroll, Coshocton, Guernsey, Harrison, Holmes, Jefferson, Muskingum, and Tuscarawas counties for over 40 years

	
	


Case Aide Internship
Non-paid on-site position

Area Agency on Aging is a Non-profit Organization that assists our community by providing resources, provider management, and case management especially among the aging and disabled. We are looking for an individual with a desire and compassion to assist with the homeless community. This long-term care program is funded by the Ohio Department of Aging and the Ohio Department of Job and Family Services.
Potential list of Responsibilities:
· Generate, copy, process, log, track, and follow-up certain client information.

· Prepare assessment and reassessment packets for all programs and assessment types.

· Provide client information to appropriate staff.

· Maintain consumer files as needed. This may include maintenance of disenrolled, overflow and others when appropriate.

· Maintenance of forms for all programs and assessment types.

· Maintains current master copies of forms when appropriate.

· Answer provider phone calls regarding service changes and hospital admissions & discharges. Answer phone calls and direct callers to appropriate staff members and may including answering basic information and documenting same.

· Maintain program-specific tracking databases. 

· Responsible for preparation and metering of outgoing mail & processing of incoming mail. This may include special/bulk mailings. Also responsible for maintenance of internal mailboxes.

· Copy, type, file and fax as needed.

· Create Electronic Files

· Electronically Scan & File

· Receptionist phone duties/coverage as needed.
· Other responsibilities may be given upon Internship
Requirements:

· High School Diploma and one year experience in related position. 
· Have own transportation.

· Have own cell phone and willing to download Authenticator app

· Have a passion for community service and working with people

· To be self-motivated and goal-oriented

· Technology savvy

· Problem solving and prioritizing skills

· Use tact when dealing with others 

· Maintain confidentiality

· Ability to effectively communicate in person and by phone. 

Website: http://www.aaa9.org ( E-mail: aaa9@aaa9.org
Funded in part by the Ohio Department of Aging

An Equal Opportunity Employer

