
  Intake and Program Assistant 

Background 

Founded in 1988, Bridge Communities (Bridge) is DuPage County’s largest provider of transitional 

housing and supportive services for homeless families. At present, Bridge owns and operates 24 

apartment buildings in 7 DuPage villages, with 154 total apartments. Bridge’s headquarter office is in 

downtown Glen Ellyn. Bridge serves about 120 homeless families annually, with Program staff providing 

intake and referral, case management, employment coaching, children’s services, nutrition counseling, 

donated vehicles, mental health payments, and more in a two-generation model working to break the 

cycle of poverty.  

 

Bridge has a unique business model with faith-based and community-based organizations providing 

both financial support and volunteer mentors for families. Bridge has recently had two Fortune 50 

companies as program partners, providing the financial support and mentors for families. Bridge has a 

history of collaborations with employers, public schools, medical and behavioral health, legal services, 

local and county government, and recreational service partners to provide holistic scope of support to 

families with warm reception. A strong fundraising and resource development team that has created 

diversity of funding streams and high donor retention. In FY20, Bridge had $4.6 million operating 

budget, $13 million in net assets, with $2.5 million endowment and 28 FTE staff. 

 

Job Summary 

Reporting to the Manager of Intake Services, the Intake and Program Assistant is responsible for 
providing support to the intake functions at Bridge Communities, as well as providing administrative 
services to the intake and program teams.  

The position serves as the first point of contact for potential clients. This includes answering calls from 
those seeking assistance, completing applications and in-person or virtual first interviews, providing 
resources, assessing for appropriateness for the program, and presenting the information to staff. The 
position requires clear and concise communication, empathy, and comfort with trauma-informed 
language and practices. The ideal candidate will be detail-oriented, highly organized, and comfortable 
using Microsoft and Adobe products and documenting client information into an online database. 

Duties and Responsibilities: 

Essential Duties & Responsibilities 

• Manage service inquiries from phone calls, emails, and walk-ins in a professional manner 
• Complete digital intake and assess client appropriateness for next steps  
• Refer clients to specific, appropriate services and advocate for their needs 
• Conduct in-person or virtual interviews 
• Conduct third-party verifications, synthesize client information, and present to staff 
• Maintain and organize information of clients involved in the intake process 
• Modify and update client records within internal database according to client progress in intake 

process 
• Collaborate and communicate with internal departments and external partnering agencies 
• Communicate any client-related issues or concerns about the intake process to Manager of 

Intake Services and Director of Program Housing 



Page 2 of 3 

• Treat clients in a culturally sensitive manner, using trauma-informed language and practices 
• Participate in program, department, and agency meetings and relevant trainings 
• Adhere to agency policies, procedures, and professional code of ethics 
• Ensure intake and program documents and binders, as well as program event materials, are up-

to-date and stocked sufficiently 
• Monitor supplies for program and send requests for office supplies to the appropriate party in a 

timely manner 
• Assist with registration and preparing materials for Mentor Training and Mentor University as 

needed 
• Perform all duties as assigned, including other duties as required 

 
Requirements 

• Demonstrate an understanding and commitment to the organization’s mission, vision, and core 
values 

• Maintain a professional demeanor 
• Work independently and as part of the team 
• Demonstrate strong written and verbal communication skills 
• Maintain confidential information  
• Use de-escalation and conflict-resolution skills when necessary 
• Establish and maintain professional boundaries in working with clients 
• Work effectively in constantly changing and sometimes demanding, high-paced, and stressful 

environment 
• Work with a diverse population, with sensitivity to differences in culture, religion, sexual 

orientation, race, age, and physical and mental illness 
• Be willing to assist where/when needed 
• Accurately record information for required client and staff documentation 
• Quickly learn and apply policies fairly and consistently 
• Possess or be willing to obtain an understanding of Fair Housing Act, McKinney-Vento Homeless 

Assistance Act, Violence Against Women Act, and other relevant laws 
• Complete ILDCFS Mandated Reporter training 
• Hours: Monday through Friday, 9:00am to 5:00pm, with flexibility to meet client and/or 

program needs 
 

Qualifications 

• Associate’s Degree required; Bachelor’s Degree preferred (or equivalent experience in a related 
field) 

• Computer skills with proficiency in Microsoft Office and Adobe Acrobat, as evidenced through 
completion of online skills assessment testing. Experience using Microsoft Teams environment a 
plus. Use of a data entry system, such as Salesforce/Birdseye, preferred. 

• Comfort, flexibility, and adaptability with a frequently changing environment and processes 
• Fluency in Spanish is preferred. 

 
To Apply  

 Browse our website www.bridgecommunities.org to learn more about Bridge Communities. 

 Compose a cover letter – one-page maximum – to clearly explain the case for your candidacy.  

Please tell us in the letter how you learned of the opening. 

 Email cover letter and resume to resumes@bridgecommunities.org 

http://www.bridgecommunities.org/
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 Candidates whose backgrounds are a strong fit with our requirements can expect contact 

within five business days of application.   No follow up phone calls or emails please. 

 Please do NOT supply references at this time. 

 Our goal is to have the hiring process complete mid-January, and a start of employment by end 

of January 2022. 

 

Bridge Communities is committed to providing an inclusive and welcoming environment for all members 

of our staff, client families, volunteers, and vendors.  Bridge Communities does not and shall not 

discriminate on the basis of race, color, religion (creed), gender, gender expression, age, national origin, 

disability, marital status, sexual orientation, or military status, in any of its activities or operations.  

These activities include, but are not limited to, hiring and firing of staff, selection of volunteers and 

vendors, and provision of services.   

 

Bridge Communities will take affirmative action measures to ensure against discrimination in 

employment, recruitment, advertisements for employment, compensation, termination, upgrading, 

promotions, and other conditions of employment against any employee or applicant on the bases of the 

above- mentioned protections.   

 

Reasonable accommodation will be provided as needed to enable qualified applicants with a disability to 

participate in the pre-employment process.  


