	

	

     LOUISIANA PROBLEM

	GAMBLERS HELPLINE


JOB DESCRIPTION
Title:
Helpline Specialist 1
Reports to:
Helpline Program Director or designee


Receives guidance from higher level Helpline Specialists
General Description:  Provides assistance to people calling the Problem Gambling, Suicide Prevention, and Substance Abuse Helplines.  May be scheduled to work holidays, weekends, evening and night shifts.
1. Answers all calls in a friendly and professional manner.
2. Refer callers to appropriate resources as listed in the Resource Directory.

3. Logs every call taken and completes intake forms on help seeking calls.
4. Assist in the checking of accuracy of all intake forms, reporting any errors to the Program Director or designee.
5. Prepare the appropriate mail-out materials when requested.

6. Enter all intake information into a computer data program.

7. Complete caller surveys and other caller follow-up criteria.

8. Participate in continuing education provided by LACG.

9. Assist administrative staff in making copies of mail-out information, compiling Intake information, mail runs, etc.
10. Adhere to all LACG Helpline policies and procedures.
11. Maintain the confidentiality of callers and contacts to the Helplines and all records and documents.

Internal Relationships:  Help Line Administrative staff and the Louisiana Association on Compulsive Gambling staff.

Qualifications/Skills:

1. Must have a High School diploma or equivalent.

2. Must have completed a ninety day Helpline Internship
3. Enroll in the Certified Helpline Specialist process

Differs from a Specialist 2 by the absence of experience, training, and certification

How to Apply:
Fax Resume to 318-220-7579
Email Resume to gregorybelow@helpforgambling.org
