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PART-TIME CASE MANAGER & OFFICE ADMINISTRATOR

This role combines case management and office administration to support program participants

NOW HIRING!

JOIN OUR TEAM. MAKE AN IMPACT.

Operation Taking Back 901 is a nonprofit organization
dedicated to empowering individuals, restoring hope,
and transforming lives in our community.

while ensuring the smooth daily operations of our organization. Salary: $30,000 a year for part time

@ RESPONSIBILITIES

CASE MANAGEMENT

Conduct participant intakes and eligibility assessments
Develop and monitor individualized service plans

Connect participants with community resources
and supportive services

Maintain accurate case notes and participant records
Monitor participant progress and conduct follow-ups
Assist with employment, education, financial literacy,
housing, and other support services

Track program outcomes and prepare reports
Coordinate referrals with community partners

OFFICE ADMINISTRATION

Answer phones and respond to emails

Schedule appointments, meetings, and workshops
Prepare participant packets and workshop materials
Maintain organized paper and electronic files

Enter data into spreadsheets and databases

Order and track office and program supplies

Assist with event planning and logistics

Support grant reporting and documentation
Perform other administrative duties as assigned

READY TO MAKE A DIFFERENCE?

Send your resume to:

administration@takingback901.org

EMPOWERING

9 QUALIFICATIONS

Experience in case management, social services,
nonprofit administration, or a related field preferred

Strong communication and interpersonal skills
Excellent organizational and time management abilities
Proficient in Microsoft Office and Google Workspace
Ability to maintain confidentiality and professionalism
Reliable transportation preferred

Passion for serving individuals and strengthening
communities

O

SCHEDULE

Part-Time | 20-30 hours per week

0

LOCATION

Operation Taking Back 901
1331 Union Ave., Suite 1150
Memphis, TN 38104

®

ELEVATING

WHY JOIN OUR TEAM?

At Operation Taking Back 901, you'll make a
meaningful impact by helping individuals build
brighter futures while contributing to a mission-
driven organization committed to empowering
our community.

Together, we can ke back

ives and bw’[&( brijhfer fuﬁfres.

* TRANSFORMING




