
INDIANA COALITION AGAINST DOMESTIC VIOLENCE 

JOB DESCRIPTION 

 COORDINATED ENTRY PROJECT COORDINATOR 

 

REPORTS TO:  Domestic Violence Project Manager 

 

SUPERVISES:  NA 

 

PRIMARY RESPONSIBITIES: The coordinated entry project coordinator will be 

responsible for coordinating, implementing, communicating, and evaluating the 

coordinated entry process for domestic violence statewide.  The coordinator will be 

required to work collaboratively with the Balance of State coordinated entry system to 

integrate domestic violence CE into the overall BOS CE.  Coordinator will be expected to 

provide technical assistance to local program, assist in the development of policies, and 

assessment tools, conduct and or organize training, and track data quality.  

 

 

DUTIES: 

 

1. Create, coordinate, implement, and evaluate coordinated entry system for 

domestic violence statewide. 

2. Create, disseminate, and oversee CE policies. 

3. Collaborate with Balance of State IN 502 and IN 503 coordinated entry system to 

integrate DV process into statewide system. 

4. Research and assess new assessment tool for intake for survivors of domestic 

violence that is trauma informed and victim centered.  

5. Conduct annual evaluation of CE process, identify improvements, work with 

regions to implement strategies. 

6. Coordinate, conduct, and evaluate training for domestic violence providers. 

7. Provide technical assistance and training to programs and allied professionals.  

8. Conduct monitoring of CE sites, issue reports and findings of site visit, provide 

technical assistance and follow up. 

9. Participate in HUD supported educational opportunities and DV Housing 

Partnership collaborative. 

10. Create in collaboration with housing team, ICADV communication coordinator, 

and leadership staff a communication plan to disseminate materials, resources, or 

awareness campaign surrounding how to access CE or supportive services.  

11. Oversee data quality, data privacy, and security for all CE sites. 

12. Participate in other duties as assigned. 

 

 

QUALIFICATIONS: 

1. Advanced communication skills and ability to communicate with all levels of 

management, staff, external clients, partners, and diverse backgrounds.  

2. Must be able to take a leadership role and initiative in performing all duties of the 

program and needs little supervision. 



3. Be able to work in a team environment. 

4. Must be able to develop training content and conduct training. 

5. Must have skills necessary to perform data analysis with regard to data collected 

from Comparable database (confidential, secure, limited access database) 

software for Annual Performance Report 

6. Proficient organizational skills enabling the management of multiple program 

initiatives. 

7. Strong facilitation skills with the ability to collaborate effectively with diverse 

partners from a range of professions.  

8. Computer intermediate or advanced skills in Microsoft office programs and 

familiarity with social media platforms. 

9. Access to transportation and ability to travel statewide and nationally. 

10. Ability to work flexible hours including evenings and weekends. 

11. A bachelor’s degree from an accredited institution in a relevant field is preferred, 

but not required; 3-5 years’ experience working with HUD related projects can 

substitute education. 

 

 

 

EMPLOYMENT STATUS: Full-time - 37.5 hours/week 

CLASSIFICATION:  Exempt 

SALARY RANGE:  Commensurate with experience 

    Equal Opportunity Employer 

 

 


