
 

 

 

 

 

CHIP partners with the Indianapolis community to advance a shared vision to end homelessness by 

inspiring collective action and advocating for permanent housing solutions. 

We work to realize a vision of an Indianapolis where everyone has a safe, stable, and affordable home 

and is embraced by compassionate care and an inclusive community. 

 

Coordinated Entry System (CES) Administrator 

 

Position Supervises: None 

Position Reports To: CES Senior Manager  

 

Position Summary: As a member of the Data Analytics & Operations (DA&O) team, this position is 

primarily responsible for the day to day operations of the Coordinated Entry System including housing 

pool administration, referral management, technical assistance to partners, meeting planning and 

facilitation, data entry and analysis, and collaborating with the DA&O team to identify and implement 

continuous quality improvements.  

 

Essential Position Duties & Responsibilities 

The following statements are intended to describe the general nature and level of work being 

performed. They are not intended to be construed as an exhaustive list of all responsibilities, duties, 

and skills required under this role. 

 

Housing Pool Administration & Referral Management 

 Facilitate weekly case conferencing meetings 

 Attend and support weekly Youth & Young Adult and Veteran case conferencing meetings  

 Manage and track housing referrals through Airtable and Homeless Management Information 

System (HMIS) 

 Utilize HMIS query designer for data analysis and data clean up 

 Serve as point-person for Indianapolis Housing Agency referrals and briefings   

Technical Assistance & Continuous System Improvements 

 Work with CHIP Trainer to schedule and facilitate CES Skilled Assessor office hours  

 Administer Coordinated Entry Help Desk ticketing  

 Provide ongoing and ad hoc support and technical assistance to Skilled Assessors and 

community partners 

 Schedule regular site visits with Coordinated Entry access points and housing partners 

 Implement refinements to the Coordinated Entry System 
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 Conduct Coordinated Entry data quality process in collaboration with CES Sr. Manager 

 Support CES Sr. Mgr. with planning and delivering onsite Coordinated Entry trainings 

Knowledge Base Maintenance & Enhancement  

 Maintain quarterly updates to ‘Keys to Housing Resource Guide’ 

 Ensure Coordinated Entry knowledge base documents and recordkeeping forms are up to 

date and in compliance with local and federal guidelines  

 Collaborate with DA&O team to identify additional trainings for housing partners 

 Partner with Communications & Engagement Manager for Coordinated Entry website updates 

 Support CES Sr. Mgr. with annual review and updates of Policies & Procedures  

 

General 

 Seek out opportunities for continuous improvement and implement process changes to 

increase effectiveness and/or efficiency in work activities. 

 Seek out professional development to keep up with the field of interest for your program. 

 Attend and contribute to regular team and staff meetings. 

 Maintain current ‘how-to’ guides or standard operating procedures for your key job activities. 

 Actively build and maintain positive working relationships with partner agencies and other 

external stakeholders. 

 Represent CHIP in external presentations, on committees, and at events and conferences. 

 

Education &/or Experience 

A bachelor’s degree in social services, social work, psychology, or similar field, and at least one year of 

full-time experience in a human services direct service role required. CHIP will accept an equivalent 

combination of education, experience, and proven communication and facilitation skills - including 

time as a peer support specialist.  

Individuals with lived experience of homelessness or housing instability are encouraged to apply. 

Knowledge/Skills/Abilities 

 Ability to facilitate large meetings 

 De-escalation skills 

 Conflict resolution skills 

 Quick to learn new Technology 

 Knowledge of electronic data collection / databases 

 Excellent verbal and written communication skills 

 Knowledge about social service and nonprofit organizations 
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Work Culture & Environment 

CHIP has a creative, dynamic team and is dedicated to attracting and fostering talented and diverse 

individuals who reflect the communities being served and the communities most impacted by 

homelessness. CHIP has adopted a flexible, hybrid work environment that includes remote, 

community-based, and in-office schedules. CHIP staff are required to be in the office and/or in the 

community a minimum of two days a week. To further support staff and provide time for renewal and 

rest, CHIP closes the office twice a year for paid holidays- one week in July and one week in 

December. 

Compensation 

Pay Range: $55,000 - $60,000 Candidates who meet the minimum requirements will start at the low 

end of this range. 

This position is eligible for a comprehensive benefits package, which includes medical, dental, and 

vision insurance; life insurance; long-term disability; 401(k) match; a minimum of 12 paid holidays; 

and 20 days Paid Time Off (PTO). 

To Apply 

To apply, please email your cover letter and resume to careers@chipindy.org. 

 

CHIP is committed to implementing an equitable and inclusive culture. Successful employees will 
commit to creating and supporting an equitable and inclusive workplace, including but not  

limited to racial equity, accessibility for individuals with disabilities, use of gender-inclusive and 
person-centered language, and cultural awareness and sensitivity.   

CHIP - Equal Opportunity Employer 

 


