
 
POSITION ANNOUNCEMENT – PLEASE POST 
 
POSITION TITLE:  Program Support Specialist 
PROGRAM:   Insights Teen Parent Services  
OPENING DATE:  August 7, 2017 
CLOSING DATE:  August 18, 2017 
HOURS/WEEK:       30-40 
STATUS:  Regular, Benefit-eligible, Non-exempt 
 

SCHEDULE: Monday – Friday, 9 am to 5 pm   
 
WAGE/BENEFITS: $15.75 per hour. Janus offers an excellent benefits program including medical, dental, life & 
long-term disability insurance; EAP; 401(k) and paid time off (waiting periods apply). Voluntary optional 
coverages are also available. 
 
TO APPLY:  Please submit cover letter and your resume to Tiffany Tucker at ttucker@insightstpp.org  or by US 
mail to Tiffany Tucker, 3308 NE Peerless Place, Portland OR  97232. Position closes Friday, August 18th at 5 pm. 
 
Due to the volume of applications received, we regret that we can contact only those applicants who are 
invited to interview.  If it happens that you are not contacted to arrange an interview, please know that we are 
grateful for your interest. 
 
Janus Youth Programs, Inc. is an Equal Opportunity Employer.  Find out more about Insights at our website, 
www.insightstpp.org and about Janus at our website, www.janusyouth.org! 
 

SUMMARY:  Insights Teen Parent Services was founded in 1979 at the suggestion of several young mothers who 
wanted a time and place to gather with other young moms to share their experiences and support each other. 36 
years later Insights is the largest service provider in the US whose sole purpose is to provide supportive services to 
young families. Insights currently operates six distinct home visiting programs providing trauma informed in-home 
parent education and supportive services to pregnant and parenting moms and dads age 23 and under throughout 
Multnomah County.  
 
Insights’ Program Support Specialist performs Insights’ initial family intake and screening by phone or in person 
and offers support, information and referral directly to families.  This position is responsible for providing data 
entry and office support to Insights’ Home Visiting and Management staff of 20. The Program Support 
Specialist is the first face and first voice young families, children, donors, colleagues and the community see 
when they arrive at our office or contact us by phone and a welcoming, approachable demeanor is a must.  
Insights’ welcomes diversity and seeks to recruit and retain diverse staff as a reflection of the young families 
we serve and as a demonstration of our commitment to inclusiveness and equity in our community.  
 
QUALIFICATIONS:  Any combination of education, experience and training that demonstrates the ability to 
perform the duties of the position is qualifying.  This would typically include: 
 

 Associates Degree in human services or child development related field and two years of experience 
providing customer/client service, OR 

 Two years experience with progressively increased responsibilities in social services, youth services or  
providing office support 

 Demonstrated, high level of proficiency in operating office equipment including Microsoft Software 
 

 

mailto:ttucker@insightstpp.org?subject=Program%20Support%20Specialist
http://www.insightstpp.org/
http://www.janusyouth.org/


REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES:   

 Value for and desire to work within a multicultural/diverse work environment 

 Personal and professional experiences with cultures other than their own 

 Appreciation and strong understanding of the possibilities and the difficulties faced by young parents and 
their children 

 Capacity to maintain complete confidentiality 

 Ability to communicate effectively, both orally and in writing, with a range of people, including staff, young 
parents, children, donors and community partners. 

 Bilingual skills (English/Spanish) are preferred but not required. 

 Excellent organizational skills and attention to detail, including ability to prioritize tasks effectively and to 
work on multiple projects with frequent interruptions. 

 Ability to work effectively as a team member and independently. 

 Ability to maintain appropriate professional boundaries and confidentiality. 

 Ability to exercise tact, discretion and individual judgment in working with a variety of people. 

 Openness to feedback and supervision. 

 Manual/physical dexterity allowing for performance of routine office functions such as phone use, 
keyboarding, maintaining office supply inventories, maintaining neat order of lobby and sorting 
community donations. 

 Manual/physical dexterity allowing for child-care activities and ability to lift up to 50 lbs. 
 
DUTIES AND RESPONSIBILIITIES: 
 

.    1. Provides direct services to Pregnant/Parenting Youth through age 24 

 Provide intake screening in person or by phone and supervision of young families visiting our 
donation closet by appointment or drop-in.  

 Screen incoming client participants and determine most appropriate program based on their 
needs and eligibility requirements by phone and in person 

 
2. Provide Community Outreach/ information and receive/organize community  information 

 Receive referrals from community agencies and direct to appropriate program; follow-up as 
needed. 

 Represent Insights services in the community to include public & alternative schools, resources 
fairs, donor events and other occasions as required. 

 Receive information from local community resources and maintain multiple resources lists to 
be used by all staff. 

 
3. Provides technical assistance and administrative support to programs 

 Creates letters and forms for staff; assures adequate supply of program forms are available at 
all times. 

 Organizes and ensures availability of all program assessment tools and curriculum information,  

 Organizes and ensures inventory of child development curriculum materials to be used by staff 

 Data entry for multiple programs using Excel, Access and web based databases  

 Coordinates donation drop off/pick up and sorting, donation receipts, in-kind donation 
tracking and thank you cards. 

 
4. Maintains office organization, supplies and equipment. 

 Maintains and orders office supplies and assures adequate inventory is available for program 
usage. 



 Receives and respond to incoming phone calls and email messages from families, the 
community and staff 

 Oversee “All-Staff Cleanup Day”, assigning tasks as needed. 
 

5. Other duties as assigned by Supervisor or Program Director 
 
OTHER REQUIREMENTS: 

 Work related driving is not required but is strongly preferred. Personal transportation allowing for travel 
within the greater Portland metropolitan area in a timely manner is required, as is driving an agency 
vehicle. Must have and maintain a valid driver’s license for state of residency and have a driving record 
permitting coverage under the corporate liability policy. If driving a personal vehicle for work purposes 
must also have and maintain personal auto liability coverage ($100,000/$300,000 levels strongly 
recommended).  All employees driving for work purposes, regardless of whether driving a personal or 
agency vehicle, must complete the agency’s driving approval process before they drive for work. 

 Multnomah County Food Handlers Card is required within 30 days of employment 

 Must pass criminal history clearance 
 
WORKING CONDITIONS: 

 May involve exposure to communicable diseases which can encompass a variety of illnesses and infections 
including tuberculosis, Hepatitis A, B, C, infectious meningitis and HIV. 

 Involves primarily office work, but includes traveling to various sites for meetings and community activities 
within Multnomah County. 

 
 

DIVERSITY SPOKEN HERE - JANUS IS AN EQUAL OPPORTUNITY EMPLOYER 
 

WWW.JANUSYOUTH.ORG 


