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U.S. SENATOR MICHAEL BENNET
Member: Agriculture, HELP, Finance and Aging Committees
 Job Description:  Colorado Springs Military and Veterans Constituent Advocate – 
· Maintain and provide the highest level of customer/constituent service as a representative of Senator Michael F. Bennet and his office.
· Responsible for assisting individuals and groups who require assistance with an agency of the federal government.  Draft inquiries to federal agencies. Responsible for establishing and maintaining casework files in office computer tracking system; capable of retrieving file case status and categories of information of importance to the office.
· Work with entire team to accomplish collective outreach goals and priorities.
· Work with Constituent Advocate Director to ensure - casework goals are being accomplished and are aligned with Team Bennet priorities.  

· Maintain an understanding of the Senator’s position on key issues.
· Draft congratulatory letters to individual constituents and organizations in the Region who have received significant awards or whose accomplishments in the community are noteworthy.

· Respond to constituent requests for information.  Meet with individuals and groups to hear their views.
· Participate in training and other staff activities for Colorado and Washington staff.

Desired skills/ experience: 
· Excellent communications skills, written and oral.

· Proven multi tasking and time management skills.

· Superior phone etiquette. 

· Previous experience in public service office and/or customer service helpful.

· Ability to work on tight timelines and troubleshoot.

· Must have computer experience on the Microsoft platform, database experience a plus.
A resume and cover letter can be sent to Annie Oatman-Gardner - Director of Constituent Services & Pikes Peak Regional Director - 409 N. Tejon St. Suite 107, Colorado Springs  CO  80903, 719 -328-1100 office

Annie_oatman-gardner@bennet.senate.gov
