Assistant Case Manager Volunteer Responsibilities:

Accomplishes clients' care by developing, monitoring, and progress; facilitating interdisciplinary approaches; monitoring staff performance.
 

Case Manager Job Duties:

· Admits new clients by reviewing records and applications; conducting orientations.

· Determines clients' requirements by completing intake interviews.

· Monitors cases by verifying clients' attendance; observing and evaluating, advocating for needed services, obtaining additional resources; intervening in crises; providing personal support.

· Maintains clients' records by reviewing case notes; logging events and progress.

· Communicates clients' progress by conducting monthly interdisciplinary meetings and evaluations.

· Improves staff competence by providing educational resources.

· Meets budget by monitoring expenses; implementing cost-saving actions.

· Prepares reports by collecting, analyzing, and summarizing data and trends; compiling statistics; completing grant and subsidy applications.

· Updates job knowledge by participating in educational opportunities; reading professional publications; maintaining personal networks; participating in professional organizations.

· Enhances department and organization reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments.

Case Manager Skills and Qualifications:

Documentation Skills, Analyzing Information , Decision Making, Research Skills, Verbal Communication, Written Communication, People Skills, Resolving Conflict, People Management, Integrity, Connecting with Children
Application Requirements 
Please include in your application (1) your resume, (2) two professional references (we will not contact them without your prior approval). Please email your application to:

Marzella Harris, Director

trueblessingnpo@gmail.com

Interested candidates should submit application soon as possible. All submissions will be acknowledged and will be held in strict confidence.
