Checklist for New Service Coordinators at CSI Co-ops
First Month
· Introduce yourself to the co-op leadership (e.g. co-op council/front office). Ask for a tour- this is an excellent way to meet residents and learn about the community.
· Set up your voicemail greeting, including your name, position, location, and office numbers.
· Create signage for your office door with your hours and your supervisor’s contact information. 
· Confirm that there is signage in the co-op indicating where the SC office is located. If there is no signage, please work with your co-op liaison/council to address this issue. HUD mandates that the SC office is clearly identifiable through directional signs.
· Get oriented with your computer, email/calendar (Zimbra), and the remote desktop. (You can contact the npServ HelpDesk for assistance at 734-998-0160 x 513). 
· Create a signature for your email account. (You can contact npServ Helpdesk for assistance). 
· Share your calendar with your supervisor. (You can contact npServ Helpdesk for assistance). 
· Learn how to use your printer, copier, and fax machine. Send your supervisor a test fax.
· Coordinate schedules with the co-op to arrange your Meet & Greet Event.
· Coordinate with your Liaison, committee chairs, and co-SC (if applicable) to schedule your monthly meetings. 
· Coordinate with the maintenance staff to clean your office while you are present. (They are only permitted to clean the office when the SC is present).
· Complete forms for AASC, MASC, and business card order forms (included in your training manual).
· Complete any outstanding HR paperwork.
· Familiarize yourself with the House Rules and Bylaws for your co-op.
· Upon completion of AASC Online training tutorial, log in to AASC Online to begin documenting your work with clients.
· Develop an outreach method to meet residents and let them know about the SC program (e.g. letter or flyers).
· Develop or revise the brochure advertising the SC program for the building (there are templates available on the shared drive).
· Review the HUD Professional Development requirements (see the Training Tracker).
· [bookmark: _GoBack]Review the training manual and follow up with your supervisor regarding any questions.
Monthly
· Complete your monthly SC Report through AASC Online (see Training Manual for step-by-step instructions.)
· Review progress made on HUD Professional Development requirements; update your Training Tracker. Identify/register for relevant future trainings.
· Update expenses added to your annual Refreshment Budget for your co-op.
· Send an email to your Liaison, Sheila, Supervisor, and co-SC of deviations from your standard work schedule for the month.
· Develop flyers for upcoming educational workshops. Review with your supervisor and share with co-op leadership and Liaison/Sheila.
· Complete and submit Expense Report (available on shared drive) for mileage, training expenses, and educational workshop refreshment expenses to your supervisor.
· Submit PTO requests (form available on shared drive).
· Check-in with residents who require monitoring or follow-up.

