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Community Action Partnership of Central Illinois JOB DESCRIPTION 

POSITION: CSBG Coordinator                                                                                       WORKSITE:  Corporate Office 
Reports to:  Community and Personal Development Director                                 CLASSIFICATION:  IV – Non-EXEMPT
                                                                  Wage Range:   $13.56 - $27.08 
            Annualized:  $28,205 - $56,326 

SUMMARY OBJECTIVE: 
Responsible for assisting with the consistent and coordinated delivery of CSBG Program activities. Work programs in 
the CSBG space serve as a vehicle to improve the lives of CAPCIL clients. The CSBG Coordinator is also responsible for 
providing counseling and support for community members and CAPCIL clients in their pursuit of self-sufficiency 
through CAP programming.  They are expected to counsel and monitor a caseload of CSBG customers with varying 
degrees of engagement as determined by the Wellness Wheel tool. The CSBG Coordinator will assist in developing 
and implementing the activities to ensure the success of clients in reaching their goals. The CSBG Coordinator will also 
be responsible for the accurate monitoring, tracking, and reporting of CSBG program activities, and providing required 
monitoring reports to the C&PD Director. They are responsible for managing the CSBG Scholarship Program and 
ensuring that scholarship funds are paid out each program year. The CSBG Coordinator will work with the CP&D 
director to ensure that CSBG programs are appropriately tailored to the CAPCIL clients and community. The CSBG 
Coordinator will work closely with agency staff, PDCs, FEs, and/or the Outreach Coordinator to recruit and accept new 
members of the community to engage them for all services offered through the Agency.   
 

RESPONSIBILITIES: 
1. Serve as a Personal Development Coach (PDC) for CSBG customers. Providing outreach, education, and 

training to CAPCIL clients and the community in the areas defined by the agency as desired family 
outcomes. They will assess, track, monitor, and report on an on-going basis the progress of the clients. 

2. Collaborate with PDCs, the Community and Personal Development Director, and all relevant CAPCIL staff 
to provide clients with a holistic approach to case management. The end-goal is to help families attain 
self-sufficiency. 

3. Enter client applications into the appropriate database system (STARS, CAP60, and all others as assigned). 
4. Maintain accurate monitoring, follow up, and analysis of case management requirements in accordance 

with CSBG requirements and Agency defined outcomes.  
5. Manage all client assistance in accordance with CSBG and CAPCIL guidelines. 
6. Keep neat and accurate records of client services and work diligently to ensure clients meet eligibility 

requirements. 
7. Maintain record keeping and reporting systems for all relevant Agency and program standards. 
8. Maintain confidentiality of all information regarding children, families, and staff.   
9. Oversee the CSBG Scholarship Programs, including outreach, approval process, and appropriate 

documentation. 
10. Monitor client and community needs and provide feedback to the Department Directors.  
11. Provide training and mentoring to other staff on areas of relevant expertise as needed.  
12. Be an ambassador for CAPCIL at all times.  Maintain an exceptional level of service for all CSBG programs 

and refer clients to any & all applicable CAPCIL programs that meet their needs. 
13. Work with the Community and Personal Development Director, Lead PDC, and any other relevant CAPCIL 

employee to actively promote all programs and services to the community. 
14. As time allows, attend regular local and area meetings to obtain current knowledge of available resources 

and services to provide accurate intra/inter office referrals to clients when assessing their needs. 
15. Assist the Community and Personal Development Director as directed with forging relationships with 

community resources to enhance the Agency’s ability to better serve our clients and community. 
16. Complete accurate reports when required.  Consistently meet all reporting deadlines assigned by the 

Personal & Community Development Director. 
17. Assist as directed with CSBG required Agency activities, such as the community needs assessment, CSBG 

reporting, and any future CSBG mandated activities. 
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18. Collaborate with the Coalition Coordinator when necessary to help the Small Business Coalition 
accomplish its goals.  

19. Answer and appropriately respond to phone calls and emails. Maintain appropriate and timely 
communication with the Community and Personal Development team and CAPCIL staff.  

20. Complete all office duties as assigned. 
21. Be willing to travel within CAPCIL’s 6 county service area when needed. 

 
 
 

Key Performance Indicator Measure What does Good Look Like? 

Customers reduce their dependence on 

welfare/service aids. 

% of families have correlating 

positive ROI’s and 

Comprehensive Assessment 

scores on an annual basis. 

25% of families whose comprehensive 

assessment scores improved during 

their engagement, saw a reduction in 

welfare. (Measured annually.)  

Customers achieve outcomes and 

National Performance Indicators (NPIs). 

% of families achieve 

documented work program 

outcomes or NPIs. 

85% of families who are enrolled in 

CSBG case management for 3 months 

or more, achieve at least 2 work 

program outcomes or NPIs. 

CSBG Scholarship money is used to 

support customer goals. 

% of CSBG Scholarship funds 

that are paid out by the end of 

the grant cycle. 

90% of scholarship funds for a grant 

cycle are paid out by the end of the 

calendar year. 

 
QUALIFICATIONS: 
1. Demonstrated ability to work with staff and the general public. 
2. Possess outgoing and charismatic personality. 
3. Associates or bachelor’s degree in Sociology, Psychology, Family Service, or a related field is preferred; High  
              School diploma/GED required.  
4.           At least 2 years’ experience in a counseling or coaching role, or commensurate experience. 
5.           A strong understanding of basic finance and personal budgeting is preferred. 
6.           Must be able to learn applicable concepts and be able to teach relevant concepts to clients.    
7. Ability to provide accurate and legible statistics and reports. 
8. Ability to make timely, thoughtful, and informed decisions. 
9. Ability to maintain professional attitude at all times. 
10. Strong oral and written communications skills. 
11. Experience in Database, Web base and current Microsoft Application. 
12. Possess good organizational skills. 
13. Possess valid Driver’s License, functional vehicle, and proof of vehicle insurance. 
 
 
 
_________________________________                                              ________________________ 
   CSBG Coordinator                                                                                                        Date 
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