
 

 
 
 
 
 
 
 

Job Title Director of Counseling and Client Services 

Employer/ Agency Daya, Inc. 

Job Description Core Job Description:  The Director of Counseling and Client Services (DCCS) 

will provide counseling and advocacy to South Asian survivors of family violence 

and sexual assault; initiate and develop strategies and programs that will promote 

confidence, awareness and knowledge in individuals and the community-at-large; 

and be the team leader for the client services area.  

 

Primary Job Duties:  

 Answer helpline and perform intake. 

 Provide crisis management and individual, family and group counseling to 

those who are victimized by family violence and sexual assault.  

 Coordinate support groups and workshops for clients. 

 Coordinate all client services with the client services staff, volunteers and 

interns.  

 Conduct regular in-service meetings with counselors/advocates.  

 Perform case management duties by helping clients access and coordinate 

various resources for mental health-care, legal-aid, job training, education 

and employment, law enforcement, housing and childcare, translation, 

interpretation and court accompaniment and other public assistance and 

social services available in the larger community. Providing legal advocacy 

will include court testimony/interpretation, assistance with VAWA 

application and affidavits for immigration and other legal issues.  

 Track client calls, maintain appropriate client records and files as well as 

develop monthly call analysis and client reports.  

 

Secondary Job Duties:  

 Assist with the research, writing and overall management of the grants 

program including developing and submitting program and financial 

reports to grantors. 

 Manage and maintain the client database and assist with maintaining the 

donor and other resource databases. 

 Serve as speaker/trainer for Daya by participating in community 

education programs as needed. 

 Attend staff meetings and other internal meetings. 

 Build and maintain a network of mainstream and South Asian 

professional resources. 

 Participate in appropriate professional development webinars, seminars 

and forums and provide ad-hoc reports. 

 Perform needed administrative duties and other duties as required 

especially during major fundraising and outreach events. 

 Work co-operatively with the Board, Staff and volunteers to ensure 

optimal utilization of time and resources.   
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Qualifications  Commitment to Daya’s mission and vision to end violence against 

women.  

 Licensure in Counseling or Social Work required; Interns close to 

obtaining licensure will be considered.  

 Excellent writing, research and communication skills.  

 Proficiency in computer applications and programs, such as Microsoft 

Excel, Word, Publisher etc.  

 Competent in using database programs to enter client and other internal 

data and utilization of the internet in performing job duties.  

 Well-organized, ability to multi-task, highly motivated, creative, detail-

oriented.  

 Ability to work flexible hours, including some evenings and weekends.  

 Proficiency in at least one major South Asian language preferred.  

 Experience working in a non-profit environment preferably in a 

leadership role would be ideal. 

Salary/Hours Competitive with similar non-profits and commensurate with experience. This is a 

full time salaried position. 

 

Employer/Agency Daya, Inc. 

Address PO Box 571774 

City, State, Zip Houston, TX 77257 

Contact Person Bincy Jacob 

Contact Title Executive Director 

Telephone Number 713-981-7645 

Email Address bincy@dayahouston.org 

Application Method Please send a resume, cover letter summarizing your interest in the position and a 

completed job application to Bincy Jacob, Executive Director at 

bincy@dayahouston.org.  Resumes alone without the filled job application will 

not be considered. 

Opening Date 08/15/2015 

 

To post a job opportunity or if your response to this job posting results in 
successful employment, please email the GCSW Office of Alumni and Career 
Services at mswjobs@central.uh.edu with the hiring details of your new job 

opportunity.  Thank you. 
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