
ST. ELIZABETH CATHOLIC CHARITIES

JOB DESCRIPTION

I. IDENTIFYING INFORMATION

POSITION TITLE: 
Case Manager 

 
STATUS:


Full-Time, Non-Exempt
 
SECRETARIAT:
Catholic Charities and Family Ministries

REPORTS TO:

Residential Director
 
SUPERVISES:

N/A
II. PRIMARY FUNCTION
This position will assist in the residential programs such as Emergency Shelter, Domestic Violence Transition, Rapid Rehousing, and Affordable Supportive Housing. The Case Manager will provide case management for all programs, house staff support, intakes, assessments, and any other tasks that assist the Residential Director.  
III. POSITION CONTENT

MAJOR RESPONSIBILITIES AND REGULAR ACTIVITIES

1. Provide case management - provide resources and assist with setting goals
2. Conduct Assessments- update assessments on a weekly or monthly basis
3. Assist with House Staff responsibilities when needed

4. Assist with phones

5. Keep files organized

6. Other residential responsibilities assigned by Residential Director. 

IV. POSITION SPECIFICATIONS/REQUIREMENTS

SKILLS, KNOWLEDGE, AND/OR ABILITIES

1. Excellent communication skills
2. Ability to adhere to program requirement
3. Capacity to manage time sufficiently
4. Knowledge of case management and community resources


EDUCATION, TRAINING AND/OR EXPERIENCE

1. Graduate of an Bachelor’s Level Social Work Program or equivalent counseling degree

2. Certification/Licensure preferred

3. Experience preferred

V. WORKING ENVIRONMENT

1. Professional atmosphere  

2. Primarily daytime hours
3. On call, once every 6 weeks 
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