Program Specialist
CSS/GIS, Full Time, Hilo

The Program Specialist promptly provides individuals in need with program relevant assistance,
in person or on the phone. This position provides assistance to immigrants by providing them
access to legal services for immigration matters. The Program Specialist is involved with client
intake, case management, documentation preparation, client scheduling, and client follow-up
under the supervision of a licensed attorney or a Department of Justice Accredited
Representative. The Program Specialist must demonstrate an active commitment to Catholic
Charities Hawaii’s Mission and strive to incorporate the four Core Values in all aspects of daily
work.

EDUCATIONAL & WORK REQUIREMENTS: Two-year college degree (AS, AA) and/or
minimum of two (2) years experience working with the program’s target population or helping
people in a social service environment; or a high school diploma, some additional coursework
and a minimum of two years experience working with the program’s target population or helping
people in a social service environment. Bilingual, preferred.

Must be willing to train to become an Accredited Representative by the Department of Justice
with the intent to acquire accreditation within one (1) year. Training to include, but not limited
to: 1) Successful completion of the Comprehensive Overview to Immigration Law course or
equivalent course; 2) Naturalization Workshops; 3) direct client services related to citizenship,
public charge, waivers, adjustment of status, family reunification, and replacement of documents.

EMPLOYMENT CLEARANCE REQUIREMENTS: Hawaii State Criminal Check, Driver’s
License, Access to Vehicle with Current Valid Registration, Safety Check, and No-Fault
Insurance, Education Verification.

COMPENSATION: $20.74 — $23.31

DEADLINE TO APPLY: February 6, 2026]

Catholic Charities is an Equal Employment Opportunity Employer
For more information about this and other positions, check out our website at
https://www.catholiccharitieshawaii.org/careers/
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