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Sample Job Description

Outreach Coordinating Entity (OCE)
Date:



Job Title:

OCE Case Manager Supervisor
DUTIES AND RESPONSIBILITIES:
1. Supervise case workers and case aides.  Oversee ALL cases.

· Assist case workers and case aides in finding appropriate services and connecting clients to them.  

· Should know about case activities for each caseload and approve of services provided.  

2. Initiate and maintain contacts with outside agencies providing services.

3. Initiate and maintain open communication with outside agencies providing services RE: referrals, client progress/status, and placement.

4. Attend and chair staff meetings along with Program Manager, Outreach Coordinator, and Community Liasion.

5. Meet on a regular basis with Outreach Coordinator and assist the coordinator when necessary.

6. Meet on a regular basis with Program Manger, Outreach Coordinator, and Community Liasion.

7. Attend in-service training as assigned or necessary.

8. Assist with special activities and projects in and outside facility.

9. Carry the on-call pager on a rotating schedule.

10. Maintain a computer-based case-management system once on-line.

· Assure that all client case information is up to date and accurate.

11. Assist data analyst in compiling and reporting OCE statistics. 

Case Work 

1. Coordinate caseload admissions and discharges with OCE Director.

2. Provide OCE Director with monthly statistics.

3. Carry a caseload of approximately 7-10 clients.

4. Assist clients in  obtaining all entitlements for which they may be eligible and do all necessary follow-ups.

5. Develop and implement service plans to identify needs and establish goals in the areas of mental health, recovery, health care, education, and employment; which addresses their needs and strives toward their established goals.

6. Maintain assigned case records, file system, and complete all progress reports, service plans, and other records.

7. Review log entries from previous shifts and log all pertinent data on shift

8. Intervene during consumer crisis situations.  Familiarize self with the list of emergency/crisis  procedures.

9. Schedule and facilitate regular case management meetings with the caseworkers and case aides.

10. Meet with each supervisee individually on a regular basis for supervision.

11. Perform additional duties as required.

· The agency reserves the right to revise or change job duties and responsibilities as needed.  This job description is not meant to be an all-inclusive statement of the duties and responsibilities of the job nor does it constitute a written or implied contract.

IMMEDIATE SUPERVISOR (S): 
Outreach Coordinating Entity (OCE) Director
INTERNAL/EXTERNAL CONTACTS:

The work of  OUR AGENCY is rooted in our strong spiritual conviction of the dignity of each person. As such, we strive to function as a community of individuals who demonstrate respect, courtesy, dignity, support and care for all people.

Our community of care extends to homeless persons, residents, vendors, consumers, staff, outside agencies and all people who enter our dwelling places. Thus, we work to avoid making assumptions and generalizations about people. We demonstrate and foster respect for cultural differences. We believe in our ability to listen and learn from one another.

Specifically, building community for Case Manager means:

1. Receiving and responding to work tasks in a courteous and timely fashion.

2. Meet and greet visitors, residents, other staff and co-workers in a polished and welcoming manner.

3. Intentionally maintaining open dialogue and verbal/written communication to eliminate chaos, confusion, and misunderstanding.

4. Strives to put others at ease and communicate in ways they can understand.

5. Develops and maintains smooth, cooperative working relationships with others.

6. Encourages open expression of ideas and opinions.

Additionally, all staff are responsible for the following:

1. Commitment to the mission of OUR AGENCY.

2. Work at establishing a base of trust with each ????outreach client/consumer.


3. Develop good working relationships among community and staff.

4. Continue to learn about mental illness, addictions, and dually diagnosed residents.

5. Accept individuals "where they are at" while working to assist them.

6. Observe confidentiality, privacy, and dignity of each consumer?.

EDUCATIONAL REQUIREMENTS:




BA, BSW or related degree

EXPERIENCE REQUIREMENTS:

•
Ability to interact and communicate with the residents and Staff in a way that foster dignity and mutuality; ability to follow through on assigned duties; ability to demonstrate initiative, e.g. organizing activities

•
Knowledge and experience with mental illnesses.

•
Knowledge of issues regarding homelessness, addictions, and women.

•
Computer skills helpful.

•
Prior supervisory experience.

PHYSICAL DEMANDS:
•
Able to climb Stairs and occasional lifting when necessary

WORKING HOURS:


Sunday

Monday

8:00 - 4:00pm

Tuesday

8:00 - 4:00pm

Wednesday
8:00 - 4:00pm


Thursday

8:00 - 4:00pm

Friday

8:00 - 4:00pm

Saturday


Total:

40 hours a week




(Alternate on call beeper for weekends)
Prepared by:



Approved by:
Date:


We encourage nonprofit organizations and government agencies to freely reproduce, share and customize the tools, template and policies listed here. These documents were developed by CSH, based on materials created by Project HOME and the City of Philadelphia, as open source documents for use by any community, agency or organization without attribution to the authors required.


