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Position Description__
Position:  Case Manager – Shelby County




Status:  Full time

Reports to:  Assistant Director





Revised:  July 2010
I.  Summary Description: 

The Case Manager performs a wide variety of program and support services.  This position has direct client contact and requires knowledge and understanding of human service delivery systems.  Must be able to communicate effectively and tactfully with diverse and multi-cultural individuals, be non-judgmental, and respectful of the confidential nature of the job.  It also requires being pleasant, professional, and cooperative.  Must be able to deal calmly and effectively in high stress situations, maintaining composure and keeping emotions in check.  Must enjoy working with others in a friendly non-competitive environment.  Must be self directed and able to work independently.  
II. Responsibilities:

Welcome new clients. Assess client needs, with a focus on the whole family. Special attention is paid to the needs of particularly vulnerable family members, such as children, youth and seniors. 

Offer general orientation on newcomer rights and obligations under different immigration programs, as well as general information related to public transportation, housing, school registration, subsidized day care, health care, social assistance, education and training opportunities, employment, legal services, etc. 

Work with client to address immediate and longer term priorities. This involves phone calls, letter writing, completion of forms (Medicaid, Food Stamps, All Kids, etc.), linguistic/cultural interpretation, and advocacy in order to help the client negotiate unfamiliar bureaucracies and service systems. 

4)  Refer clients as needed to other agency programs, outside professionals and/or community resources. Follow-up with clients to determine service satisfaction and offer support with ongoing needs. 

5)  Contribute to community engagement initiatives.

6) Perform routine clerical and administrative functions such as answering the telephone, checking voicemail, delivering messages, receiving walk-in clients in a professional manner, faxing, & copying. 8)  Prepare and submit reports to supervisor as required.

9)  Performs other duties as assigned. 

III. Qualifications:  

1) College degree in social or human services field or 2 years practical experience working with immigrants.
2) Commitment to social justice and anti-racism work

3) Bilingual: Spanish/English with excellent written & oral communication skills in both languages.
4) Interview, assessment, analytical and problem solving skills

5) Demonstrated ability to work in a team setting

6) Knowledge of community resources

7) Working knowledge of MS Office.
IV.  Benefits:

1)  Competitive Salary

2)  Health, Dental, and Vision Insurance with Blue Cross Blue Shield of Alabama

3)  Retirement Plan.

This job description is not intended to be an exhaustive list of job responsibilities and does not imply or establish a contract of employment. The Hispanic Interest Coalition of Alabama reserves the right to make changes to this description at its discretion. 

