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Position Description

Summary of Position:

Provide case management and supportive services to low-income individuals and families; assist with problem solving and achievement of self-sufficiency and family stability.  

Qualifications 
· Bachelor’s Degree in Social Work or Human Services, and experience in case management or 
· Associates Degree in Human Services, and three years case management. 

· Bilingual in English and Spanish

· Multicultural sensitivity 

· Detail oriented
· Strong verbal and written communication skills

· Strong analytical skills and objectivity

· Possess valid driver’s license and own transportation

Requirements:

· Ability to maintain detailed documentation standards and input case notes into ETO Software

· Ability to work cooperatively with others including co-workers, clients, representatives from other agencies and community in a non-judgmental manner

· Willing to work occasional evenings, early morning and weekend hours to accommodate client’s needs and the program.

· Flexibility in meeting new and challenging situations

· Knowledge of state and community resources

· Ability to assess information and make proper referrals

· Ability to handle sensitive and/or emergency situations

Specific Responsibilities:

· Develops a trusting relationship with clients. 

· Completes paperwork including intakes, narratives, correspondence and forms accurately. 

· Assists client in completing goal/action plan to determine steps and activities towards self-sufficiency and family stability. 

· Acts as advocate for client and works with client to identify specific causes of barriers to self-sufficiency.

· Monitor client’s progress towards satisfactory problem resolution.

· Administers and reviews client outcome goals to determine effect of case management.

· Works to develop collaborative relationships with employers and outside agencies to assist in meeting client needs 

· Works in partnership with coworkers to share information and develop effective case management techniques and strategies

· Continuously learns about state and local opportunities, services and programs that may be of value to clients and develop procedures with other providers to coordinate delivery of services to the Latino community. 

· Crisis management and intervention

· Submits timely and accurate reports on program activities 

· Other duties as required

Latin American Community Center





Position Title: Case Manager			               	Salary:   $30,000 - $35,000           


Dept.: Family Support Services	                                       	Classification:    Exempt   


Supervisor: Family Support Services Director		Status:  Full-time                                                                                                              











