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Position Summary 

Duties and Responsibilities 

Position Title:   

Department: 

OAK CITY CARES POSITION 

DESCRIPTION FORM 

Reports To (Title): 

Work Schedule:   M – F Hours: to _  Other: 

Type of Employee 
(Hours worked per week) 

Percentage of Travel Required 

      Regular Full 
Time    (≥30) 

0% 

  Regular Part Time  
(20-29) 

10% 

 Part Time 
(≤20) 

25% 

     Temporary 
(varies) 

50%+ 

Exemption status (HR use only) □ Exempt □ Non-exempt

Summarize the overall function or purpose of this position. This should be a concise description of the job. 

Indicate as clearly as possible the significant duties and responsibilities that are essential requirements of the 
job. List the duties in order of importance and the approximate percentage of time for each duty. Focus on 
major responsibilities rather than detailed work routines. 

□ □ □ 

Position Information 

SOAR Specialist

Care Coordination

Director of Programs and Services

8:30 AM 5:30 PM

Oak City Cares is a multi-services hub serving our neighbors experiencing homelessness and food insecurity. SSI/SSDI 
Outreach, Access, and Recovery (SOAR) is a model that helps individuals experiencing or at-risk for homelessness who have 
mental illness and/or a co-occurring substance use disorder or other medical impairments apply for Social Security disability 
benefits. The primary responsibility of this position is to assist clients in the application process for SSI/SSDI using the SOAR 
process. The SOAR Specialist is responsible for assessing clients’ eligibility for SOAR services, collecting and summarizing 
disability documentation, and submitting final applications on behalf of clients. The SOAR Specialist is a source of support and 
will implement best practices which dramatically expedite the SSI/SSDI application process and reduce the disability 
determination period for clients. The SOAR Specialist understands that Wake County operates a Housing First model, and that 
every client’s experience with homelessness should be rare, brief, and non-recurring.

The essential requirements of the SOAR Specialist are as follows: 
1. Establish and maintain effective rapport with clients.
2. Screen clients for potential eligibility for disability benefits.
3. Initiate paperwork with clients by filing documentation with SSA Office.
4. Complete interviews with clients to gather information to support the SSI/SSDI applications.
5. Gather medical records and other information to complete SSI/SSDI applications. Write SOAR medical summary reports

for client applications.



Page 2 of 4 
Oak City Cares HR rev 
December 2020 

Duties and Responsibilities continued from page 1

6. Coordinate and/or accompany clients to appointments at the Social Security Administration, medical doctors, psychiatrist,
and other specialists to obtain medical documentation for application.

7. Interface with outside agencies as appropriate and necessary for specialized services promoting clients’ success.
8. Work in partnership with the SSI/SSDI office regarding eligibility for clients. Assist client with appeals if denied.
9. Research, prepare reports and negotiate with the office of Social Security and/or judicial staff to resolve cases as needed.
10. Submit court documents if required and attend court hearings if necessary to advocate for client throughout the SOAR

application process.

11. Complies with documentation timeline and maintains timely and accurate documentation entries in required data
systems to reflect professional activity and client progress. Maintains and updates all required documentation in
accordance with funder regulations.

12. Document and maintain up-to-date information in the Homeless Management Information System (HMIS) and in client
files regarding services provided.

13. Transfer and/or terminate client cases in a professional manner.
15. Adhere to Organization policies, professional/ethical standards and legal requirements regarding the SOAR

process.

16. Generates specific activity reports in a timely manner and participates in the collection of outcome data as
directed by supervisory staff.

17. All job requirements listed indicate the minimum level of knowledge, skills, and/or ability deemed necessary to
perform the job proficiently. This job description is not to be construed as an exhaustive statement of duties,
responsibilities,or requirements. Employees will be responsible to perform any other job-related
instructions given by their supervisor, subject to reasonable accommodations.

Other Duties: 
-Collaborate with on-site service providers on the care and follow-up of guests
-Support and participate in Intern development
-Partner with and support OCC Outreach Care Coordinator to connect with unsheltered friends off-site
-Enter guest information and record of services into Homeless Management Information System (HMIS) in a timely manner
-Participate in Oak City Cares staff meetings and attend trainings as assigned.
-Participate in meetings with on-site partner agency staff
-Perform other tasks as assigned by the supervisor 10%
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Formal Education (minimal level REQUIRED for this position) 

No minimum education level 

□ High School diploma or GED

□ Associates or other 2-year degree including technical/trade school

□ Bachelors degree

□ Masters or Professional degree (M.B.A., J.D., etc.)

□ Doctorate

Degree in specific subject area: Degree Type: 

Concentration: 

Work Experience (minimum experience REQUIRED for this position) 

□ Less than 1 year

□ 1 - 3 years

□ 4 - 6 years

□ 7 - 9 years

□ 10 + years

Years of specific work experience: Field: Years of experience: 

Qualifications 

Position Qualifications 

□

- Ability to work with a wide variety of clientele, with a warm and welcoming attitude
- Ability to deliver services in a manner consistent with the agency's values of human dignity for all and caring, compassionate 
guest-centered care.
- Ability to be flexible and work collaboratively in a fast-paced, and rapidly changing work environment while maintaining a 
sense of calm for guests and partners. 
- Extensive Knowledge of housing and homelessness
- Strong de-escalationn and mediation skills 
- Authorized to work in the U.S. 
- Valid NC Driver's License and vehicle in working order for business use
- Bilingual a plus



Form 

Physical Requirements/ Work Environment 
(This section must be completed entirely, regardless of position) 

Amount of time spent 

None <1/3 of time 1/3- 2/3 of time 
>2/3 of

time

Lifting greater than 20 lbs. □ □ □ □ 

Sitting for extended periods □ □ □ □ 

Standing for extended periods □ □ □ □ 

Primarily office work □ □ □ □ 

Primarily outdoor work □ □ □ □ 

Primarily indoor work □ □ □ □ 

Prolonged exposure to heat/cold □ □ □ □ 

Prolonged exposure to loud noise □ □ □ □ 

Level of Supervision Received (check the option that best describes the position overall) 

Direct Supervision: Supervisor gives specific instructions on all assignments. Work is reviewed regularly for 
accuracy and completeness. 

□ 

General Supervision: Supervisor provides continuing or individual assignments by indicating what generally 
is to be done, limitations, quality and quantity expected, deadlines, andpriorities. 

□ 

Intermittent Supervision: Supervisor makes assignments by defining objectives, priorities, and deadlines. 
Assists employee with unusual situations. Employee carries out successive steps and resolves problems in 
accordance with instructions and policies. 

□ 

Administrative Supervision: Supervisor sets overall objectives and resources available. Collaborate on 
deadlines, projects, and work to be done. 

□ 

Long-Range Administrative Direction: Employee generally proceeds independently in accordance with 
general plans, policies, and purposes of the department. Results of work are considered technically 
authoritative. 

□ 

The above statements are intended to describe the general nature and level of work being performed by the 
individual assigned to this job. They are not intended to be an exhaustive list of all the responsibilities, duties, and 
skills required for the position. All employees may have other duties assigned at any time. 
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Position Characteristics 

Click to Clear Form 
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