
George Washington Regional Commission is committed to hiring and retaining a diverse workforce.  We are proud to be an Equal 
Opportunity Employer/Affirmative Action Employer, making decisions without regard to race, sex, national origins, disability, age, 

color, low-income, or limited-English proficiency. 

 
 

Continuum of Care Assistant 
Position Description 

 
About GWRC and the Fredericksburg Regional CoC 
The George Washington Regional Commission (GWRC) is the designated planning district commission for Virginia Planning 
District 16. GWRC is responsible for encouraging and facilitating local government cooperation in addressing, on a regional 
basis, problems of greater than local significance. GWRC’s current areas of focus include economic development, 
environmental services, human services, transportation demand management, and rural and urban transportation planning. 
 
The Fredericksburg Regional Continuum of Care (CoC) is the network of community organizations working together to address 
homelessness within the City of Fredericksburg and the counties of Caroline, King George, Spotsylvania, and Stafford. The 
mission of the CoC is to prevent and end homelessness by developing, supporting, and promoting a coordinated system of 
human services and housing opportunities in the Greater Fredericksburg Region. 
 
Position Summary 
The CoC Assistant supports the CoC Coordinator in staffing the Fredericksburg Regional CoC and ensuring GWRC fulfills its 
duties as CoC Lead Agency and HMIS Lead Agency, as outlined in the CoC’s Bylaws. 
 
Principal Duties and Responsibilities 

• Helps coordinate general membership, CoC Board, and committee/working group meetings, including maintaining 
distribution lists, scheduling meetings, sending meeting notices, and completing meeting minutes 

• Compiles and distributes by-name lists and assists partners with case conferencing 
• Oversees CoC communications, including the website, monthly newsletters, and social media accounts  
• Helps provide training and troubleshooting assistance to HMIS users 
• Performs regular data quality monitoring 
• Helps compile data for project and system performance evaluation 
• Helps prepare and submit required data and reports 
• Helps coordinate collaborative application funding processes per the CoC’s Funding Policies & Procedures 
• Helps with annual point-in-time count planning and implementation 
• Performs other duties as assigned 

 
Qualifications 

• Associate’s Degree or higher 
• Bachelor’s Degree in human services, urban/regional planning, or related field, preferred 
• Excellent organization and attention to detail 
• Ability to maintain effective relationships with co-workers and partner organizations 
• Ability to work as a member of a team but also independently, with minimum supervision  
• Strong analytical, writing, and communication skills 
• Knowledge of database management 
• Ability to collect, analyze, and interpret data, preferred 
• Computer proficiency and experience with Microsoft Office, WordPress, MailChimp, and social media 
• Knowledge of the homelessness response system, preferred 

 
Compensation: Starting salary negotiable depending on qualifications. 
 
 Part-Time Position - 20 hours per week 


