
United Way of Northwest Vermont 

Join one of the Best Places to Work in Vermont. United Way of Northwest Vermont is hiring 

a Working Bridges Resource Coordinator to join the growing team. Resource Coordinators 

are responsible for providing employees with one-on-one assistance in accessing 

community resources to resolve non-work issues that directly or indirectly impact their   

work - life balance. 

We invite you to bring your unique experience as our newest Working Bridges Resource 

Coordinator. As part of the Working Bridges team, you will: 

• Provide on-site resource coordination for employees at their place of work.

• Deliver information and referrals to community resources.

• Provide listening support and problem-solving.

• Build and maintain trusted relationships with employees, employers, and

community partners.

Successful candidates will have a willingness to work towards a Certified Community 

Resource Specialist (CRS) credential through the Alliance of Information & Referral Services 

(AIRS) with training provided. 

At UWNWVT, our mission is to build a stronger Northwest Vermont by mobilizing our 

community to improve people’s lives. Our wide range of benefits reflects that commitment 

by investing in the overall well-being of our staff. We actively foster an inclusive and 

welcoming culture and offer benefits including health, dental, and vision insurance; 

generous paid vacation time; 403 (b) contributions; hybrid and flexible schedules; a robust 

wellness program and more. 

Interested candidates may visit unitedwaynwvt.org for the full job description. To apply, 

candidates should send via e-mail a resume and cover letter by 03/10/24 to:
hiring@unitedwaynwvt.org. Applications will be accepted on a rolling basis. 

mailto:hiring@unitedwaynwvt.org
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POSITION TITLE: Working Bridges Resource Coordinator 
PAY RANGE: $43,000 - $50,000 
EMPLOYMENT TYPE: Full Time, Non-Exempt 

UNIT ORGANIZATION: Community Impact 

REPORTS TO: Working Bridges Initiative Director

PURPOSE OF POSITION: 

The primary role of the Working Bridges Resource Coordinator (RC) is to provide on-site resource 
coordination for employees at their place of work. The RC meets with employees individually to 
assess their unique situations and coach them about community and employer resources to address 
life issues that are impacting work productivity. Developing trusting relationships with employees, 
managers, human resource staff, and community partners is the heart of RC work. As a Working 
Bridges team member, the RC will participate in the evaluation, training development, and innovation 
pilots for the employer network. 

KEY AREAS OF RESPONSIBILITY: 

The primary responsibilities of this position include, but are not limited to: 

Resource Coordination 

The Resource Coordinator is responsible for providing employees with individual assistance in 
accessing resources to resolve non-work issues that directly or indirectly impact an individual’s work 
life. Through on-site resource coordination for employees at their places of work, the Resource 
Coordinator will: 

• Deliver information and referrals to community resources.

• Provide listening support, problem - solving and financial coaching.

• Develop trusted relationships with employees and partners.

• Participate in network development activities including training, innovation, and
representation at community meetings.

• Create and develop outreach strategies for sharing resource supports for
workplaces, deliver resource presentations at employee meetings, and assist
with evaluation of services for employer worksites.

SUPERVISION 
There are no direct supervisory responsibilities. 

CONFIDENTIALITY/DISCRETION 

A very high level of confidentiality and discretion is needed.
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JOB RELATIONSHIPS WITH: 

All internal staff and key community partners of United Way of Northwest Vermont, including 
relationships with employer partners and employees. 

MINIMUM QUALIFICATIONS 

• Bachelor’s Degree and/or demonstrated experience navigating community resources
and working across sectors by managing multiple relationships.

• Willingness to work toward a Certified Community Resource Specialist (CRS) credential
through  Inform USA and either has or will work toward training as a Financial Coach 
(training provided).

• Innovative, creative approach with the ability to build relationships, honor diversity, and
adapt to different work environments.

• Strong communication skills, including excellent listening. This includes the ability to
communicate in an approachable and understandable way for diverse audiences
and populations. Primary languages other than English are welcomed.

• Organizational skills are necessary to manage multiple commitments to employer
worksites, complex employee resource needs, program responsibilities, development
work, and data collection.

• Demonstrated neutrality, objectivity, professionalism, problem-solving, confidentiality,
and calmness under pressure in a work setting.

• Proficient in Microsoft Office applications, including but not limited to Word, Excel,
Outlook, and customer/client databases desired. Comfort with communicating through
various channels, including video, text, and chat.

• State and national background checks will be conducted.

COMPETENCIES: 

• Commitment to the mission and values of United Way of Northwest Vermont.

• High emotional intelligence.

• Ability to work independently with minimum supervision and as part of a high-performing
team.

• Organized, able to prioritize, strategically plan, and meet deadlines.

• Strong interpersonal, relationship-building, and conflict-management skills.

• Possess a sincere desire to work directly with diverse employee group.

PHYSICAL/OTHER REQUIREMENTS: 

• Valid driver’s license and personal transportation.
• Must be willing to work remotely, on-site at employer partners, or at United Way offices.
• Must be willing to work a non-standard work schedule that can include early

mornings and/or late evenings some days of the week.
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