
 

 

  

 

Position Available: Intake and Data Specialist 
January 30, 2014 

 

Chhaya Community Development Corporation (Chhaya) seeks an energetic Intake and Data Specialist to be 

part of its dynamic program team. The Intake and Data Specialist is a critical front-line position - helping to 

assess the needs of South Asian and other immigrant clients: conducting initial intake, referring to the 

appropriate service, as well as monitoring, tracking and evaluating the impact of Chhaya’s services.  This 

position has a particular focus on supporting homeowners in need of foreclosure prevention services. This is an 

exciting opportunity for a highly motivated and organized individual who wants to make a difference in 

peoples’ lives, able to multi-task and prioritize to achieve effective results.   

 

Based in Jackson Heights, Queens, New York, Chhaya- meaning "shelter or shade" works with New Yorkers of 

South Asian origin to advocate for and build economically stable, sustainable, and thriving communities.  

Chhaya carries out this work in several ways, including direct services, education and outreach, community 

organizing, research and policy, as well as both local and citywide coalition-building. By focusing on core areas 

of housing and economic development, the basic necessities essential to one’s stability, Chhaya is able to 

impact a range of social outcomes including education, employment, civic participation, community pride, as 

well as mental health and well-being. Its work encompasses tenant rights, financial capacity building, 

sustainable homeownership, foreclosure prevention, energy efficiency, career development, and civic 

engagement. Through our work, Chhaya aims to develop a framework that will achieve long-term stability for 

our clients, giving them the tools and resources that will enable them to create positive, lasting change in their 

lives.    

 

Responsibilities:  

 Handle calls from clients, conduct triage, and schedule appointments with appropriate staff; 

 Conduct intake and assessment counseling sessions with at-risk homeowners, tenants, prospective 

homebuyers, and other clients; 

 Enter client data and provide over all assistance managing client management  system; 

 Create, maintain and update client files (electronic and hard copy files);  

 Conduct relevant research for client cases; 

 Schedule clients for counseling sessions and workshops; 

 Conduct follow up and outreach calls to clients; 

 Preparation of program reports and evaluation of counseling and related services using client 

management system and other sources; 

 Assist in presentations of  workshops and informational sessions; and other program related tasks 

and projects, as necessary;  

 Assist with volunteer management and track volunteer hours for internal and external reporting; 

 Encourage appropriate clients to participate in Chhaya’s organizing and advocacy efforts; 



 As a member of the Chhaya staff, additional responsibilities may be added related to special 

events, critical initiatives and other special cases that require full staff participation.  

 

Qualifications:  

 Multilingual in English, Bangla, Hindi, Nepali, Punjabi or Urdu required; 

 Excellent computer skills, especially in Microsoft Office; 

 At least two years of administrative or other office related work;  

 Experience in or familiarity with housing counseling, financial services and case management is 

strongly preferred;  

 Experience working in diverse, multicultural and immigrant communities; 

 BA degree, or equivalent work experience;  

 

Key Competencies: 

 Strong interpersonal and communications skills; 

 Strong customer service skills; 

 High level of organization and attention to details; 

 Strong analytical skills;  

 Ability to multi-task in a busy environment; 

 Ability to work independently and a good team player. 

 

Values and Perspectives: 

 Commitment to immigrant, housing rights and economic justice; 

 Strong interest in community and social justice issues; 

 Respectful and supportive of multi-ethnic, multi-faith, and multilingual organization. 

 

Schedule:   This is a full time position, 40 hours per week with some regular evening and weekends work that 

is compensated with flexible hours. 

 

Reports to: Director of Programs 

 

Salary:  Commensurate with experience. Excellent benefits including generous vacation, health & dental 

benefits, 403B and TransitChek. 

 

To apply: Send a resume, a cover letter and a list of two references to careers@chhayacdc.org with the title 

Intake and Data Specialist in the subject line. No phone calls please.  

 

Chhaya CDC is an equal opportunity employer. 
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