
Job Title: Financial Opportunity Center Coordinator 
 
Classification: Full-Time (40 hours/week)  
Pay: $24 per hour 
Hours: Monday – Friday between 8am to 5pm. 10am – 7pm bi-weekly; Occasional hours in 
the evenings and weekends. 
Reports to:  Program Manager 
Work Location: In-Person 
To Apply: Submit resume to hr@casafamiliar.org 
 
Casa Familiar (Casa) was founded in 1973 and is a 501(c)(3) community-based 
organization dedicated to serving residents in South San Diego County and specifically 
the border community of San Ysidro. 
 
The mission of Casa Familiar is to enhance quality of life for people living in 
underserved and underrepresented communities. 
 
Casa Familiar Values: Integrity, Respect, Familia, Culture & Community 
 

About this Position   
Casa Familiar is hiring a Financial Opportunity Center Coordinator for the Financial 
Opportunity Center (FOC) who will be responsible for coordinating and supporting 
integrated economic mobility services focused on employment advancement, financial 
capability, and income supports. The Coordinator works directly with participants to help 
them achieve financial stability and long-term economic success through individualized 
coaching, resource navigation, workforce support, and case management.  This role 
supports program operations, participant engagement, data tracking, partnership 
coordination, and delivery of workshops and services. The FOC Coordinator plays a key role 
in helping individuals and families increase income, improve financial well-being, and 
access community resources. FOC’s core services include income support, employment 
services, financial education, case management, and transitional housing. Under the 
supervision of the Program Manager, the FOC Coordinator works with community members 
and FOC staff to directly contribute to the reduction in poverty and improving household 
stability by ensuring equitable access to critical income supports, workforce development 
opportunities, public benefits, and financial empowerment opportunities. The FOC 
Coordinator will use a self-sufficiency matrix to help clients and staff prioritize support and 
interventions. This position must be staffed by an individual who has strong advocacy, 
communication and writing skills, case management experience, and works well with 
others.  
 



Key Responsibilities 
The following responsibilities are those considered to be essential, but do not represent all 
the job functions that may be required to be performed by this position. Other comparable 
duties and responsibilities may be assigned as needed. Responsibilities may overlap with 
other programs. 

• The FOC Coordinator, under supervision of the Community Programs Manager, 
provides direct services to low to moderate-income individuals from underserved 
and underrepresented communities, including but not limited to public benefits 
assistance, workforce development, and financial education and navigation. 

• The Coordinator will provide administrative support to FOC staff, including but not 
limited to scheduling, salesforce monitoring, data collection and reporting, resource 
navigation, case management, and direct client services.  

 
Essential Duties 
o Participant Services & Case Management 

• Conduct participant intake, eligibility screening, and assessments  
• Develop individualized goal and action plans with participants  
• Provide ongoing case management and follow-up support  
• Maintain consistent communication and participant engagement  
• Monitor participant progress toward employment and financial goals  
• Provide referrals to community resources and supportive services  
• Support participants with problem-solving and barrier reduction  
•  

o Financial Capability & Coaching Support 
• Assist participants with budgeting, savings, and financial goal setting  
• Provide basic financial education and credit-building guidance  
• Connect participants to banking products and asset-building 

opportunities  
• Support enrollment in matched savings, lending circles, or financial 

empowerment programs  
• Facilitate financial literacy workshops and educational activities  

 
o Workforce & Career Support 

• Assist participants with resume development and job readiness  
• Support job search and employment navigation activities  
• Coordinate workforce training and career pathway referrals  
• Conduct follow-up for employment retention and advancement  
• Collaborate with workforce and employer partners  

 
o Benefits & Resource Navigation 

• Screen participants for public benefits eligibility  
• Assist with applications and referrals for benefits and supportive services  



• Coordinate referrals for housing, food assistance, healthcare, childcare, 
and transportation resources  

• Maintain knowledge of local community resources and eligibility 
requirements  

 
o Program Coordination & Administration 

• Maintain accurate participant files and case notes  
• Track program outcomes and performance indicators  
• Enter and manage participant data in case management systems  
• Assist with reporting and grant documentation  
• Coordinate workshops, orientations, and participant events  
• Support outreach and recruitment activities  
• Ensure compliance with organizational and funder requirements 

 
Additional Duties 

o Collaborate with team and outside organizations to participate in outreach 
activities in community  

o Participation in special projects and activities related to agency’s goals and 
objectives. 

o Participation in community events, including fundraisers, all-staff meetings, 
regularly scheduled team meetings, supervision meetings, and other 
meetings assigned 

o Assist the community event committee assigned to and successfully 
complete the responsibilities assigned 

o Adheres to Casa Familiar policies and procedures and meets all legal, 
contractual, financial and other compliance requirements.   

o Represent Casa Familiar in a positive and professional manner.   
o Supports the mission, vision, and values of Casa Familiar.   
o Other duties as assigned by the Chief Programs Officer, Advocacy and 

Engagement Officer, and/or Program Manager.   
 
 
Education & Experience  

• Associate’s degree required; Bachelor’s degree in any field relevant to Casa 
Familiar's mission and programs preferred 

• A minimum of 2 years of experience providing case management to underserved 
and underrepresented communities 

• Knowledge of resources available in San Diego County 
• Experience with Microsoft Office programs 
• Reliable transportation and valid California Driver’s License preferred 
• COVID-19 full vaccination 
• Bilingual Spanish required 

 



Essential Skills 
• Excellent advocacy skills and committed to serving underserved and 

underrepresented communities 
• Fluent in English and Spanish (oral and written) 
• Ethical and professional 
• Reliable and punctual 
• Effective verbal and written communication skills 
• Positive attitude and team player 
• Patient, resourceful, and motivated to problem solve 
• Organizational skills and attention to detail 
• Ability to meet deadlines and goals 
• Ability to multi-task 

 
On the Job Training Requirements:   

1. Financial Opportunity Center Trainings 
2. Salesforce Training  
3. Successfully pass required background check 

  
Additional Information 
This position requires sitting at a desk or workstation, walking, standing, climbing stairs, 
hearing, speaking, being able to lift up to 25 lb., and being able to drive to do other errands 
pertaining to organizational operations. A background check is required. In compliance with 
federal law, all persons hired will be required to verify identity and eligibility to work in the 
United States and to complete the required employment eligibility verification document 
form upon hire. 
 
Casa Familiar is an equal employment opportunity employer. Casa does not and shall not 
discriminate based on race, color, religion, age, sex, national origin, disability status, 
genetics, protected veteran status, sexual orientation, gender identity or expression, or any 
other characteristic protected by federal, state, or local laws.  
 
Benefits Summary 
 
BENEFITS SUMMARY: 
·        Medical, dental, vision, and life insurance 
·        403(b) Retirement – Casa contributes 3% of your annual income. 
·        Vacation, Sick, Wellness days, Bereavement, Jury Duty, etc. 
SCHEDULE 
Monday to Friday with occasional extended hours and weekends as needed. 
License/Certification: 
·        California Driver’s License (Required). 
 


