Promise House, Inc.

Job Description

Position:

Residential Case Manager

Reports To:

Emergency Shelter Manager

Educational 

Requirements:
Position requires at least a Bachelor’s Degree in a human service field with two years experience in direct case management with adolescents in a residential setting. Bilingual (Spanish/English) capability is highly desirable, as is eligibility for Child-Care Administrator License. Must be in possession of a current Texas driver’s license (except for military personnel), and must be insurable by Agency driver’s insurance company.

Basic Function:
Responsible for coordinating service delivery to youth in the Residential Program of Promise House; prepare / arrange / provide for needed services to transition youth back into their homes or an alternative placement. Conducts all functions as they relate to case management of all shelter residents. This includes, but is not limited to, intake, case planning, regular client contact with the youth’s guardian or managing conservator, discharge planning, and follow-up.  The Residential Case Manager may be required to lead non-therapeutic groups as necessary.
Duties:

1. Responsible for pre-placement client contact and assessment for program eligibility, the client application process, and arrangements for intake.  This includes the entire pre-screen process. 
2. Responsible for placing up to 8 CPS residents in the shelter monthly.
3. Responsible for placing up to 5 Basic Center residents in the shelter monthly
4. Conducts intake assessments and completes intake packets with incoming clients. 
5. Attends staffing; prepares the needed materials for case presentations at staffing of new and current residents.
6. Responsible for maintaining well-documented client files.
7. Conducts follow-up interviews or phone calls at 30 days, 90 days, and one year.
8. Responsible for requesting extension for agency placed youth (i.e., Texas Department of Protective and Regulatory Services and Juvenile Department).
9. Maintain an awareness of the needs of the residents.
a. Communicates information to Adolescent Counselors of other groups regarding issues that may impact their supervision of residents.

b. Facilitating community meetings to address problems as they occur and communicate solutions as appropriate.
10. Help provide a living style that is growth producing and which stimulates self-

      confidence, trust, and love of people.  Remain attentive to the physical, emotional,

      and academic growth of the children under supervision.
11. Makes arrangements for psychological assessments, medical and dental evaluations, and drug and alcohol assessments for clients on an as needed basis.
12. Responsible for coordinating and transporting residents to scheduled medical, dental, psychological appointments on as needed basis for non-agency placed youth, and the routine and emergency appointments for agency placed youth (i.e., Texas Department of Protective and Regulatory Services (TDPRS) youth).
13. Assist Shelter Manager in maintaining solid working relationships through networking with collaborating agencies and all governing agencies (federal, state, and local).
14. Responsible for reporting to the Shelter Program Manager any problems or concerns arising in the program.
15. Other duties assigned by the Shelter Program Manager. 
16. Responsible for the completion of all paperwork in the termination phase of each resident’s stay at Promise House. 
17. Responsible for facilitating and promoting excellent communication among co-workers,  particularly as pertaining to youth behavior, needs, and issues. 
18. Responsible for facilitating and promoting a positive and supportive team oriented environment.
19. Filling in for Adolescent Counselors as needed.
20.  Meeting with clients two times a week and providing updated case notes from the session.
21. Reports suspected child abuse or neglect to Manager and the appropriate law enforcement agency and Child Protective Services.
22. Meet with intern therapist on a weekly basis to staff the needs and concerns of clients.
23. Answer phones, complete prescreens and provide referrals as needed.
24. Keep Agency phone on at all times.

2.   Team Duties:

1. Participate in mandatory staff meetings to meet the physical, emotional, and social needs of residents, as outlined in each resident’s plan of service. Responsible for attending scheduled trainings to comply with licensing standards.

2. Ensuring care for clients by sharing with incoming staff information about each resident’s activities during previous shift and any verbal or written information or instructions staff.
3. Responsible for facilitating and promoting a positive and supportive team oriented environment.

4. Assist in scheduling, planning, and coordinating recreation activities with Shelter Manager.

5. Attend and participate in All-Staff trainings on a monthly basis.

 By signing below, the employee verifies that he/she has been given a copy of this job description and understands job duties as stated above:
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