
AN AFFIRMATIVE ACTION, EQUAL OPPORTUNITY EMPLOYER M / F H DV 

 
 
 
 
POSITION: MFIP Case Aide  

CLASSIFICATION: Regular, Full-Time (37.5 hours/week), Hourly/Non-Exempt  

LOCATION: 3702 East Lake Street, Minneapolis, MN 55406 

CLOSING DATE: June 13, 2017 

ORGANIZATION WEBSITE: www.capiusa.org 

  
ORGANIZATION SUMMARY: 
CAPI USA has been working with immigrant, refugee and low-income communities since 1982 and serves about 3,500 
participants annually.  CAPI’s mission is to guide individuals in their journey toward self-determination and social 
equality. CAPI’s holistic programming seeks to enhance economic and social change opportunities that allow people of 
all ages and nationalities to lead successful lives.  
 
JOB SUMMARY:  
The MFIP Employment Aide is responsible for providing comprehensive support to the Employment Counselors and 
families that are receiving Minnesota Family Investment Program (MFIP). This individual will work on a team that is 
charged with helping individuals achieve economic Self-sufficiency. We are looking for a highly motivated individual 
with a positive attitude and a passion for helping others identify and achieve their goals. 
 
JOB RESPONSIBILITIES: 
 

 Perform administrative tasks such as data entry, report preparation, dissemination and record keeping  

 Conduct initial intake for MFIP clients at the Hub Service Center  

 Assist Employment Counselors in their re-engagement efforts  

 Effectively utilize external and internal databases (Workforce One, MeC2, MAXIS, ECF, Client Track)  

 Facilitate Work Readiness workshops, providing career and employment guidance and training  

 Making contact with collateral sources and coordinating supportive services  

 Informing clients of community resources, while holding them accountable to follow through  

 Abide by privacy laws and understand the need to maintain client confidentiality  

 Provide case management for a small case load of up to 10 clients 

 
REQUIRED QUALIFICATIONS: 

Education and Experience: 
 High School diploma/ GED  
 One year of administrative and employment counseling work experience preferred 

Knowledge, Skills and Abilities: 

 Knowledge of employments services and community resources preferred  

 Must be able to create an atmosphere of comfort, trust, and safety  

 Effective time management and ability to prioritize work  

 Effective verbal and written communication skills  

 Ability to use & adapt to different technology tools including MS Office programs and databases  

 Excellent customer service, relationship and problem-solving skills  

 Able to work effectively in an agency whose clients and staff exhibit significant diversity with respect to race, 
ethnicity, gender orientation, socio-economic status, nationality, and religion  

 Must have a valid driver’s license and transportation  

 Bilingual candidates preferred (Somali and English) 
 

 
CAPI USA is an Equal Opportunity/Affirmative Action Employer and will not discriminate against any person on the basis of race, religion, national origin or sex in 
violation of Title VII.  CAPI USA prohibits discrimination against employees, applicants for employment on the basis of age, race/color, disability, marital status, national 
origin, religion, sex, gender identity, sexual orientation, familial status, genetic information or veteran’s status. 
  
Our organization has a partnership with Metropolitan Alliance of Connected Communities (MACC) to provide administrative services including management of the 
recruiting process. If you apply for this position, you may see references to MACC in some online materials. You may also be contacted by a MACC employee to conduct 
or schedule an interview. 

 
Apply Online:  https://rew11.ultipro.com/MAC1006/JobBoard/JobDetails.aspx?__ID=*451E6549A8AAFBAF 
 
 

http://www.capiusa.org/
https://rew11.ultipro.com/MAC1006/JobBoard/JobDetails.aspx?__ID=*451E6549A8AAFBAF

