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Position Description 

Title Program Assistant, GPD 
Reports to GPD Program Manager 
Location Building 116 
Type Non-Exempt, Full-Time 

 
How this position supports our Mission: 

The GPD Program Assistant Aid maintains office operations of the program providing for the efficient delivery of 
Program Administrative Services. 

 
Responsibilities 

 Supports the Program assistant and Program Manager in maintaining Program compliance by observing all 
funding agency rules and regulations in accordance with New Directions policies and procedures. 

 Collects, administers and maintains database statistical information to generate accurate and up to date 
reports on program including utilization of HMIS. 

 Answer incoming calls and inquiries. 
 Assist with coordinating events for the residents. 
 Organize resident mail and packages and disperse them to the appropriate parties (I.e Case Manager mailbox) 
 Assists program staff in locating community resources, fielding cold calls, obtaining referrals, and client 

transfers to sub grantees to ensure continuity of care and case management. 
 Assist with the completion of documentation and the administration of files and ensures the confidentiality of 

all records and related documents. 
 Attend staff trainings and department meetings as needed. 
 Other duties as assigned. 

 
Required Skills 

 Ability to effectively solve problems and carry out responsibilities under general supervision. 
 Possess excellent organization skill, initiative and follow through.  
 Be detail oriented, able to set priorities, meet deadlines, maintain a professional attitude, conduct and 

appearance at all times. 
 Proficient in office software including:  Word, Excel, Outlook and Internet use. Experience with HMIS is a plus. 

 
 

Work Environment and Physical Demands 
• The employee may be in contact with individuals and families in crisis who may be ill, using alcohol and drugs, and 
who may not be attentive to basic personal hygiene, health and safety practices. The employee may experience a 
number of unpleasant sensory demands associated with the client’s use of alcohol and drugs, and lack of personal 
hygiene. The employee must be ready to respond quickly and effectively to many types of situations, including crisis 
situations and potentially hostile situations. 
• The noise level in the work environment is usually moderate in an office setting. Sometimes work may become 
stressful when working under pressure. 
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• The physical demands described here are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
• This is sedentary work in an office setting. While performing the duties of this job, the employee is frequently 
required to stand, sit, walk, stoop, talk, hear, reach above and below shoulders; use hand and finger dexterity, 
keyboarding and making and receiving telephone calls. The employee may be required on occasion to lift and or carry 
up to 20 lbs.  
• Occasionally the employee will be required to perform work out of the office meeting clients at apartment buildings 
or other facilities. 
 
 
Employee Signature:                                                                                                                   Date: 

 


