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POSITION DESCRIPTION
	Title:

Case Manager

	Department: 
Neighbor Support Services-Destination Home

	Job Status:

Full-Time

	Pay Status:

Exempt, Salaried


	Employee Name:


	Reports To: Assistant Director of Housing & Homeless Services: 
Deanna Adams
	Date Written/Revised:

6/13/17


POSITION SUMMARY
Case Manager will provide case management to chronically homeless individuals in CitySquare’s Destination Home, a Permanent Supportive Housing (PSH) Program, requiring knowledge and experience in Housing First, Mental Health, Addictive Disorders, and Benefits Eligibility. Case manager will assist participants in communication with and support from established agencies, charities, and government programs. Case Manager is responsible for helping participants achieve successful placements and provide ongoing support to those enrolled PSH living in scattered site apartments. The overall goal is to help participants to continue living independently in their own apartments.  
QUALIFICATIONS
Education: Bachelor’s degree in Social Work, or a related field, is required. Masters preferred.
Experience: One (1) year experience in case management, experience working with the homeless preferred.
Licensure/Certification: Licensed from an accredited university in social work preferred.
Additional Requirements: Must be proficient in MS Word, Excel and Outlook. Ability to work occasional flexible hours as requested. Must have a valid driver’s license and reliable transportation. Willing to work with chronically homeless individuals with disabilities (physical, mental and/or substance abuse) who may or may not have criminal backgrounds.
PRIMARY RESPONSIBILITIES

This section describes the primary responsibilities of an employee in this position. Please note: The primary responsibilities of this position are not limited to this list.

1. Provide intensive case management services to participants using a housing first model.
2. Responsible for conducting intake and assessment, developing individualized short & long term plans.

3. Provide crisis management and intervention.

4. Conduct home visits and office visits.

5. Utilize evidence based practices, such as motivational interviewing, trauma informed care, and harm reduction.

6. Network with community agencies for the purpose of obtaining information & coordinating service referrals.
7. Conduct benefits eligibility screening.

8. Assist participants with obtaining income, education/training, and treatment, as needed.
9. Conduct life skill classes.
10. Act as a liaison among program participants, the landlord and partner agencies to enhance communication and service delivery.
11. Help to resolve issues and develop solutions for continued success.

12. Work closely with case managers, outreach workers, interns and volunteers to identify and access services and resources to help each participant meet their individual needs.

13. Maintain current documentation and records of case management services as well as statistical data entry required by the program, in both ETO and HMIS.
14. Attend All-Staff meetings, team meetings and weekly supervision with Manager.
15. Other duties assigned by Assistant Director of Housing and Homeless Services.
KNOWLEDGE, SKILLS, AND ABILITIES
This section describes the knowledge, skills and abilities an employee in this position should currently possess. Please note: The knowledge, skills and abilities required for this position are not limited to this list.
1. Knowledge of computers and software applications.
2. Skill in organizing and prioritizing workloads to meet deadlines.
3. Skill in telephone etiquette and paging procedures.
4. Effective oral and written communication skills.
5. Ability to communicate effectively with adults and co-workers.
6. Ability to adhere to safety policies and procedures.
7. Ability to use good judgment and to maintain confidentiality of information.
8. Ability to work as a team player.
9. Ability to demonstrate tact, resourcefulness, patience and dedication.
10. Ability to accept direction and adhere to policies and procedures.
11. Ability to work in a fast-paced environment.
12. Ability to react calmly and effectively in emergency situations.
PHYSICAL, MENTAL, AND SPECIAL DEMANDS
This section describes the physical, mental and other special demands of this job. Modifications to the manner in which this job may be performed will be reviewed periodically.

1. Ability to work a 40 hour week.

2. Ability to sit or stand for long periods, up to 8 hours.

3. Ability to use both hands in fine and gross manipulation of small tools (copier, computer, telephone).

4. Ability to push and pull up to 10 lbs. (File cabinet drawers, computer paper boxes).

5. Ability to see well enough to read handwritten and typewritten material.
6. Ability to hear and speak well enough to communicate via phone.
7. Ability to lift and carry up to 25 pounds dead weight to move or transfer boxes or documents.

8. Ability to retrieve files from bottom shelves/drawers and reach up for items located on top shelves.
9. Ability to reach, turn and twist above and below the waist daily to retrieve files or supplies.

10. Ability to stand and walk daily to retrieve forms/supplies for other departments.

11. Ability to spend 10% of working time outside in temperature varying from -0oF to 110oF.

12. Ability to spend 90% working time in environment of continuous moderate voices and office machine noise typical for business office atmosphere.

13. Ability to handle a variety of repetitive tasks.

MACHINES, TOOLS, EQUIPMENT, AND OTHER WORK AIDES
This section describes the machines, tools, equipment and other work aides an employee in this position must be able to use.

1. Telephone.

2. Copy machine/fax/scan.
3. Computer.

4. Calculator/10-Key
5. Policies, procedures, plans, and program manuals.

EMPLOYEE ACKNOWLEDGMENT
I have received a copy of my position description and I have read and understand the contents.

                                                                               
____________                     
Employee Signature
Date
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