
  

CAROLINA YOUTH DEVELOPMENT CENTER 
JOB DESCRIPTION 

 
 
 

POSITION TITLE:  Outreach Coordinator 
 

FLSA Classification:  Exempt 
 
 
OVERALL JOB PURPOSE: The primary responsibility of the Outreach 
Coordinator is to provide outreach services to runaway and homeless youth and 
to coordinate services for youth participating in CYDC’s emergency shelter 
programs. The Outreach Coordinator will provide services to include: street 
outreach, attendance at outreach events, coordination of referrals, collaboration 
on coordinated entry with partner staff, diversion services, intake documentation, 
resource navigation, coordination of services and program exit documentation and 
referrals.  The position operates under the supervision of the Residential Director. 
 
Scope: Outreach Coordinator services include but are not limited to outreach, 
referrals, documentation, direct service coordination and training. Services are 
based on youth and residential staff needs. 
 
JOB RESPONSIBILITIES: PERCENT 
 

1. Outreach Activities 
- Attend community and partner outreach events and/or 

meet with partners and potential partners to increase 
awareness of CYDC program services and referral 
processes 

- Engage youth who are currently homeless in services to 
get them into safe shelter (diversion or emergency 
shelter), including through operation of emergency 
hotline 

- Complete housing program solving with youth engaged 
- Coordinate youth referrals for services with internal and 

partner staff, including participation in Continuum of 
Care case conferencing  

- Refer and link youth to community-based programs and 
services 

- Supports prevention of youth participation in commercial 
sexual exploitation through participation evidence-based 
prevention program 

- Completing follow up communication with youth to 
identify additional service needs and obtain outcome 
data 

 
       40% 



  

- Complete all documentation associated with services 
rendered in HMIS and CYDC’s data management 
system, as needed 

- As needed, support and participate in the development 
of new processes, systems and tools to ensure effective 
referral and outreach services 

- Other duties as assigned 
 
 

2. Coordination with Emergency Shelter Services 
- Collaborates on coordinated entry process with 

external partners 
- Completes emergency shelter intake process with 

youth 
- Arranges for medical services necessary for intake 
- Refer and link youth to community-based programs and 

services 
- Coordinate youth transportation needs according to 

program guidelines 
- Coordinating youth program exit, including connecting 

youth with rapid rehousing resources and ensuring youth 
have connections and referrals to community supports 
at exit 

- Supports prevention of youth participation in commercial 
sexual exploitation through participation evidence-based 
prevention program 

- Completing follow up communication with youth to 
identify additional service needs and obtain outcome 
data  

- Complete all documentation associated with services 
rendered in HMIS and CYDC’s data management 
system, as needed 

- As needed, support and participate in the development 
of new processes, systems and tools to ensure effective 
entry and exit from emergency shelter services 

- Other duties as assigned 
 

 
       40% 

 
3. Training & Collaboration 

- Completes required agency trainings including but not 
limited to: CPI, CPR/First Aid, safety trainings, trainings 
on curricula to be used with youth, policy and 
procedure trainings, trainings on cultural diversity and 
working with underserved populations, and other 
mandatory training as directed by supervisor.  

 
10% 



  

- Actively seeks out training that builds skills in the 
assessment and service of the client population.   

- Participates in internal meetings and communicates 
needed information with other program staff. 

 
 

4. Teamwork, Quality Improvement, and Cultural 
Sensitivity:  
- Promotes the spirit of teamwork.  
- Demonstrate the ability to be a good colleague and will 

strive to continuously improve the quality of the agency 
and self.  

- Accepts cultural and individual differences, upholds the 
vision and mission of the agency.  

- Active participation in all agency initiatives to achieve 
these goals. 

 

 
       10% 

 
 
Contacts: 
Internal – All levels of CYDC management staff and support staff. 
External – SCDSS and other community organizations and professionals. 
 
License or Certification:  Valid SC driver’s license with a good driving record. 
 
Decision Making Authority: Must possess the ability to make sound decisions 
weighing all of the factors for good judgment based on CYDC policies and 
procedures. Decisions must reflect good clinical skills as well as the best 
interests of the youth. 
  
Necessary Skills: 

1. Warm, empathic relationship-building skills and communication style to 
establish a trusting relationship with the youth.  

2. Ability to maintain a caring relationship with youth while allowing for 
independent growth and maintaining appropriate professional boundaries.  

3. Ability to be a positive role model to youth and staff 
4. Organizational and writing ability to facilitate the maintenance of accurate 

and complete records. 
5. Ability to be a team player working together to achieve the goals of the 

program and of the agency. 
 
 
 
 
 
Functional Knowledge: 



  

 
Type of Knowledge Required and or Skills Required: Must possess the 
knowledge and skills necessary to work with a diverse population. Must have the 
skills to actively engage other professionals as well as excellent communication 
skills and the ability to work with youth who may exhibit behavioral and/or mental 
health issues. 
 
Covid-19 vaccination is required; the company will consider 
accommodations for disability- and religious-based reasons. 
 
 
Education and Specific Training: Minimum qualifications include: (1) Master's in 
a field related to social work and one year of experience in social work or 
experience working with the population being served; or (2) Bachelor’s degree in 
a field related to social work and two years of experience in social work or 
experience working with the population being served. 
 
Experience: Two years of social work experience working with the population 
being served.  
 
Responsibility Level: Works at the direction of the Residential Director.    
 
Lead/Supervisory Responsibility: None  
 
 
HR Manager Signature:  ___________________________  Date:___________ 
 
 
Employee Signature:______________________________  Date:  ___________ 


