
 

 
INTAKE AND CRISIS COORDINATOR 

Reports to: Director of Residential Services Department: Safe House 
Job Status: Full- Time, M-F, 12pm-8pm Location: Stamford & Norwalk, CT 
FLSA Status: Non -Exempt Travel Requirements: 25% 

SUMMARY 
As the entry point for domestic violence victims at DVCC, the Intake and Crisis Coordinator ensures all crisis 
calls and walk-ins are handled promptly, and clients' concerns and needs are addressed. Provides crisis 
intervention, information and referrals, and assists victims in developing safety plans. This position works in 
partnership with all agency departments as the point triage and navigation in assisting victims with a 
seamless transition to services that can be easily accessed based on department. In addition, develops 
connections and relationships with Latinx community and culturally specific services for Latinx victims. 

 
RESPONSIBILITIES 

 
Crisis Intervention 

 
• Ensure all walk-ins, incoming hotline and LAP or any other crisis calls during office hours are handled 

promptly assessing immediate danger, safety risks and addressing client’s concerns and needs. 
• Provide assistance with trauma informed, strength based, and client defined manner by listening to clients’ 

priorities to determine and offer appropriate referrals. 
• Offer and complete warm referral to agency departments for ongoing supports and service provision such 

as: criminal and civil legal advocacy, individual and group counseling, children and youth services, 
emergency shelter, financial and housing advocacy, etc. 

• Assess clients for shelter admission in collaboration with residential staff using universal shelter intake 
processes and procedures. 

 
Intake 

 
• Provides intake, crisis intervention, safety planning assessments, and completes victim compensation 

applications to support the client. 
• Serve as the main point of entry for all new DVCC clients, completing full intakes, including informed consent 

for services forms and all intake paperwork, gathering demographic information, and assessing clients’ 
needs and referring internally and externally to services that will meet those needs. 

• Communicates with all departments to refer clients to specific departments depending the services needed 
and/or required. Stays abreast of services provided by each DVCC department and internal referral 
procedures. 



• Assesses clients for shelter admission in collaboration with residential staff using universal shelter intake 
processes and procedures. 

• Work collaboratively with CCADV staff, member programs, staff and community partners. 
 

Outreach 
• Develops connections and relationships with Latinx community and culturally specific services for Latinx 

victims 
• Stays up to date on culturally specific community resources and referrals, updating staff on changes. 
• Effectively communicates available resources that support cultural values, beliefs and customs to 

Latinx victims 
• Participates in DVCC’ s internal Learning C ommunity 
• Conduct outreach to the Latinx community to raise awareness of DVCC resources 
• Translates documents and forms for clients ensuring their understanding of each document. 

Administrative Tasks 
 

• Understand and strive to meet agency metrics and quality and performance standards while providing 
excellent and consistent customer service. 

• Maintains statistical data collection system on clients and the services provided via ETO. 
• Report on statistics accurately and in a timely fashion. 
• Adhere to established procedures concerning documentation, statistical analysis and reports. 
• Support agency mission by participating in community meetings and committees as requested by 

supervisor. 
• Contribute to quality services by staying informed of developments and trends in the area of domestic 

violence and local resources. 
• Navigate clients through the various social and justice systems necessary to move from victim to 

survivor. 
• Guided by established procedures, policies and processes related to the organization’s missions and 

goals. 
• Participate in agency meetings, trainings and events. 

 
Qualifications: 

• Verbal and written fluency in English and Spanish required. 
• At minimum, a bachelor’s degree in a human services or related field, a combination of appropriate 

higher educational training and work or intern/volunteer experience may be considered (i.e., two years 
of work experience is equal to one year of college education) 

• The ability to work with staff and survivors of diverse backgrounds, values, and life experiences. 
• Strong interpersonal skills that allow for working independently and as a team member 
• Ability to maintain complete, accurate and timely service records in the client database 
• Ability to effectively utilize phone systems and navigate omni-channel platforms to ensure seamless 

communication and customer interaction. 
• Ability to multi-task, set priorities and manage time effectively. 
• Participate, encourage, and promote a diverse, equitable and inclusive work environment that is 

positive and respectful. 
• Successful completion and maintenance of domestic violence counselor certification, per CGS 52 146k 

• High degree of comfort and knowledge operating computer-based technology and various information 
databases. 

• Must be able to remain in a stationary position approximately 70% of the time. 
• Ongoing compliance with federal funding requirements including successful completion of background 

checks and drug screens. 



• Reliable transportation and the ability to travel in all weather conditions to ensure prompt attendance 
and availability as required. 

• Flexibility to cover other shifts when necessary. 
• This position is eligible for a remote workday after a 6-month probationary period; however, eligibility is 

contingent upon meeting all established performance metrics. 

Personal Characteristics: 

• Compassionate, patient, and empathetic with a strong commitment to supporting others. 
• Adaptable and flexible in a fast-paced environment. 
• Strong attention to detail and ability to handle confidential information. 
• A motivational communicator, both written and verbal, who is effective in 1-on-1 and group settings. 
• Outstanding organizational skills, with the ability to complete projects on a timely basis and to manage 

multiple priorities. 
• Excellent people skills. Warm, honest, sense of humor, and kind in working with others. 
• Ability to interact and engage comfortably with a wide variety of key constituents across the DVCC 

community. 
 

COMPENSATION 
DVCC offers competitive compensation, excellent benefits, and a supportive workplace culture. The salary range for this 
position is $52,000-$55,000 per year. Benefits include health, dental, vision, HRA, (DVCC pays $3,350 for 
individual/$6,700 for family), a 403(b)-retirement plan with 6% employer match, employer paid $10,000 life insurance, 
additional voluntary life insurance, short term and long-term disability coverage, and 15 days of paid time off. 
Professional development opportunities are also encouraged.  

EQUAL OPPORTUNITY EMPLOYER 
DVCC is committed to creating a diverse, equitable, and inclusive environment. DVCC does not discriminate 
based on race, sex, color, religion, age, national origin, marital status, disability, veteran status, genetic 
information, sexual orientation, gender identity, or any other reason prohibited by law in provision of 
employment opportunities and benefits. 

WORKING CONDITIONS 
• Full-time position: occasional evenings and weekends may be required. 
• Primarily office-based with some travel required for community outreach and events. 

 
PHYSICAL DEMANDS 

 
Physical Abilities N/A Occasionally Frequently Constantly 

Standing   X  
Walking   X  
Sitting    X 
Stoop, kneel, crouch, crawl, bend  X   
Handling/Fingering    X 
Reach Outward/Above  X   
Taste and Smell  X   
 
 Less than 10 lbs 10 lbs to 50 lbs 50 lbs to 100 lbs More than 100 lbs 
Lifting  X   
Visual Requirement 20/20 Correctable Vision 

 
 
 



 
SIGNATURES 

 
Prepared by:    Date:   

Approval Signature:     Date:    

Employee Signature:   Date:   
 

DVCC has reviewed this job description to ensure that essential functions, competencies and basic duties have been 
included. It is intended to provide guidelines for job expectations and the employee's ability to perform the position 
described. It is not intended to be construed as an exhaustive list of all functions, responsibilities, skills, and abilities. 
Additional functions and requirements may be assigned by supervisors as deemed appropriate. This document does not 
represent a contract of employment, and DVCC reserves the right to change this job description and/or assign tasks for the 
employee to perform, as DVCC may deem appropriate. 
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