
 
 

 

Title:   Intake & Referral Specialist 1 

Supervisor:  Nani Fatuesi 

Hours:  36 hours per week; 52 weeks, flexible time, depending on funding 

Salary:  $32,000 - $36,000  

Benefits:  Medical, Dental, disability and life insurance; paid vacation and sick  

   leave; Price Costco membership 

 

Position Description 

 

This position will provide intake, referral, advocacy, “light” case management services for youth 

(ages 12 – 17) and their families, with a primary focus on youth eligible for participation in the 

SYVPI Youth Initiative. 

 

Duties and Responsibilities 

 

Program Implementation 

 Develop a Service Plan for each youth eligible for the Initiative . 

  Provide support for network Service Learning Projects, Community Matching Grants, 

and Mini Community Matching Grants. 

 Attend Initiative meetings, trainings, and workshops. 

 Coordinate network meeting and events. 

 Work with fellow Network Intake Specialists in Southeast and Central Networks to 

ensure no duplication of referrals. 

 Enter and assist with the tracking of data in appropriate format. 

 Track and monitor timelines to meet Youth Initiative and Case Management reporting 

deadlines. 

 Provide support to case managers in house and SYVPI partners 

 Assist with Employment process. 

 

Community Outreach 

 Assist with the connection, coordination, and collaboration with network-identified 

agencies, as necessary, to ensure youth is actively engaged in programs.  

 

 Develop and maintain working relationships with participating programs to ensure 

successful referrals and communication with direct service.   
 

 Collaborate with Initiation member agencies to identify and provide services to eligible 
youth. 

 Consult with other relevant adults to decide whether the youth is in need of case 

management and refer the youth to the appropriate provider. If the youth is determined to 

not need case management, the Intake Specialist will refer the youth to mentoring, 



employment services, mental health counseling, anger management, or some above 

combination as needed. The Intake Specialist would share any prior assessment 

information with service providers to eliminate the need for duplicate assessments at the 

service level. 

 Refer youth for participation in suitable activities based on the client’s needs.  

 Maintain cooperative working relationships with educational, community, social, legal 

and health service agencies. 

 Advocate for youth and work with community/support service agencies to resolve access 

barriers. 

 Maintain contact with youth to identify additional needs or barriers to service access; to 

provide support and encouragement; and to monitor youth's progress in reaching goals. 

 Attend weekly case consultation and/or team meetings 

 Attend other Youth Initiative monthly meetings 

 

 

Minimum Qualifications 

 

 Experience completing comprehensive intakes. 

 Experience providing referral, advocacy & case management services. 

 Valid WA State Drivers license and consistent access to reliable transportation 

 BA Preferred or equivalent work experience. 

 Computer skills required. 

 Must pass a Washington State Patrol Criminal Background Check. 

 Ability to communicate, in writing and verbally, including writing reports and business 

correspondence; speaking effectively before individuals and public groups. 

 Ability to interview, conduct community outreach or education in community-based 

organization, and to communicate effectively with diverse populations, including school 

personnel, service providers, law enforcement, parents of referred youth, and funders. 

 Ability to utilize time management techniques to organize and prioritize work. 

 Ability to be flexible and adapt to programming change. 

 

Other Requirements 

 Bi-lingual, Spanish-English speaking preferred 

 Ability to maintain client confidentiality. 

 Ability to provide age and culturally competent services 

 Be available at short notice for home visits as needed. 

 Ability to meet deadlines. 

 Ability to work evening hours as needed 

 

 

Send resume and cover letter to: Nani Fatuesi, nfatuesi@swyfs.org or 4555 Delridge Way SW, 

Seattle, WA 98106 

mailto:nfatuesi@swyfs.org

