sPECIAL sERVICE FOR gROUPS

Job annouNcemenT
Title:  Case Manager I




Division:
Re-Entry Maintenance Organization










New Start Program

FLSA:
Non-Exempt




Supervisor:
Assistant Division Director 

Pay Range or Rate: $15.50/hr to $17.50/hr 


Revised:    
10/06/09
Summary

Under the direction of the Assistant Division Director the Case Manger I will conduct outreach, complete intakes and assessments, develop individualized service plans and provide case management to adult persons paroling from the California State Prison system.  The purpose of this position is help clients remove barriers to employment and link them to other supportive services that will result in permanent, stable employment. The primary responsibilities of the Case Manager are to accurately complete required client documentation, maintain orderly case files, update progress notes, document follow up, attend partner meetings and effectively communicate with the Assistant Division Director.

Essential Functions

The tasks, duties and responsibilities of the job include, but are not limited to, the following:
Collect client eligibility forms and outreach to clients, conduct initial interview/intake and client needs assessment; these tools are used to help determine the client’s needs, develop Individualized Service Plan with each client to ensure that adequate services are received to aid client, provide referrals to appropriate New Start partner (or external) agencies to address client needs, monitor client’s progress and provide follow-up services, maintain accurate documentation of service to clients in case files, outreach and develop working relationships with other agencies whose services will be beneficial to clients, attend all meetings as they relate to this grant, update Database regularly regarding client services, and perform any other appropriate responsibilities as assigned by the assistant division director. 

Secondary Functions 

Effectively communicate with program manager and New Start partner agencies.  Conduct research to identify new resources to better aid the clients.  Attend some of the Job Readiness training graduations to encourage and motivate clients.

Minimum Qualifications - Knowledge, Skills and Abilities Required

Bachelor Degree in Social Work or other Human Service concentration or 5 years of work experience in case management /social services, knowledge of case management process, ability to organize and manage multiple priorities, working knowledge of Microsoft Word, Outlook and Excel, ability to do concise documentation and effectively communicate in written and verbal form, ability to work with clients from diverse cultural, ethnic and socio-economic backgrounds, Verification of Employment Eligibility and Background Check, reliable transportation, valid California Drivers License, and proof of Auto Insurance required.  

Environmental Conditions (Working Conditions)

Office environment where noise level is usually minimal may be exposed to highly aggressive clients; and will work with clients in California State Prisons.  Local automobile travel required.

Physical Requirements  

Typically spends time sitting, standing, walking, driving, carrying (max. 20lbs), listening, speaking. 

Mental Requirements 

The ability to handle any/all of the following: interruptions, changes in priorities/work schedules; be able to process information, think, and conceptualize. 

Please email your resume to:

Ms. Farmer

tfarmer@hopics.org
No phone calls please

Special Service for Groups is an Equal Opportunity/Affirmative Action Employer
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