Job Description
Title: HMIS Support 
Summary
Provide support to the HMIS (Homeless Management Information System) project, and Homelessness Prevention and Rapid Re-Housing Program (HPRP), including database training, PR, compliance, research and help desk support
Competencies
Help desk support
Technical Writer
Monitoring HMIS for Compliance with HPRP
Assist with a NH HMIS online FAQ / New Update forums site and surveys
Training experience using Teleconferencing, web based, and in person instruction for trainings with how to access and use the HMIS database forms, collect, and input data and run basic reports.  These trainings may be videotaped and uploaded to the web. 
Create a hardcopy manual based on the on-line help functions
Assist with project document reviews and quality assurance procedures
Suggest areas of improvement with processes along with possible solutions
Complies with and helps to enforce standard policies and procedure
Assist help desk with end user issues
Assist with tracking and updating trouble ticket reporting system
Qualifications/Education
Compliance/PR/HR background
Proficient in researching policies, comprehending them and disseminating them to others 
flexible work schedule
Bachelors degree 
Excellent people and communication skills
Valid driver’s license and proof of insurance
Professional attitude, Experience in PR and training, Must be proficient in Word, Excel, PowerPoint, Outlook.
Detail oriented, strong planning time management, and interpersonal skills, ability to work collaboratively and independently to achieve stated goals, excellent written and verbal communication skills, work efficiently under pressure. Team player, SQL experience a plus.
Must be proficient in Word, Excel, PowerPoint, Access and Outlook

This is a part time position (20 hours a week) 
Compensation: $2 0 per hour DOE


To learn more about Harbor Homes go to our web site www.harborhomes.org
Please send resume to :Donna Curley, Harbor Homes, Inc. 45 High Street, Nashua, NH  03060,  email: d.curley@harborhomes.org, fax 866-881-9106.  EEO/M/F/H
