Sample Job Opening Submission 

When submitting a position, please be sure to include the following eight items:

1. Position title (in caps, please)
2. Agency name 

3. Position description 

4. Position requirements 

5. Benefits, if any 

6. How to apply for the position 

7. If information about the position can be found on your Web site, please provide the Web site address, as we will make a hyperlink to your Web site so that the additional information can be viewed. You may provide the Web site address and/or the hyperlink to the actual page. 

8. Contact information for person placing the ad, should 211 Broward have questions about the ad. This is for 211 Broward’s internal use only. 

Sample Submission

Position:  HOUSING REFERRAL COUNSELOR
Agency:  Agency X of Broward County, Inc.
Description: To identify emergency and transitional housing resources for individuals. Responsible for assessing housing, determines client eligibility and application procedures. Develop and update a housing resources database and share information with partners in the coordinated services network on an ongoing basis.  
Requirements:  Bachelor’s degree in related field.  Equivalency:  Minimum of 1 year of paid professional experience in advocacy services, private or public sector or homeless services, or similar work in a client services setting;  Experience in tenant based housing; Bi-lingual; Ability to develop and maintain relationships with landlords, brokers and utility personnel; Work requires continual attention to detail, establishing priorities, and meeting deadlines;  Requires being PC Proficient (Excel, Word);  Must be able to work in a fast-paced environment with demonstrated ability to juggle multiple competing tasks and priorities;  Valid Florida driver's license, automobile insurance and reliable automobile;   Ability to communicate with clients, families and staff from community agencies and engender cooperation from same;  Knowledge of community service organizations serving persons with X-spectrum disease and their families;  Current knowledge of X-spectrum disease and the ability to communicate with clients, significant others, subordinates, and persons in the community.
Benefits: Excellent compensation, benefit package and retirement program. EOE, M/F, DFWP

How to apply:  For confidential consideration, please fax credentials to (954) 555-5555, or via e-mail at employment@anyagency.com. 
Agency contact for ad: Joan Smith (954) 555-5555 jsmith@anyagency.com
