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JOB DESCRIPTION SHEET

1.
POSITION IDENTIFICATION


DATE: July 2014

POSITION TITLE:
CASE MANAGER 

DEPARTMENT:
CASE MANAGEMENT


TITLE OF IMMEDIATE SUPERVISOR:
Manager, Case Management Services


SITE OR LOCATION:
575 Drake Street & 326 West Pender

Approved: 








(Employee)

(Supervisor)

(Manager)
2. OVERALL ROLE/RESPONSIBILITY

To oversee Case Planning and to work with Program Managers in providing comprehensive programming to department clients while ensuring implementation of agency philosophy, policy and procedures.

3. JOB DESCRIPTION

ACTIVITY A:
Case Coordination
(50%)
· Oversight of case management within all CHV programs/services
· Facilitate Case Management Team meetings

· Provide consultation and support  to Program staff regarding plans and interventions

· Monitor client intakes, assessments, daily plans, case development, incidents, discharges, planned interventions 

· Liaise with other Community Service Providers and Program Services staff for the purpose of case management

· Monitor and audit client files to ensure proper documentation

· Ensure consultation and preparation of client Limitations of Service and Special Covenants

· Provide reports on client direct service in the department as required

· Oversee and ensure appropriate documentation of all direct service interventions, case notes, client files, etc.

· Attend community case conferences and internal case review meetings as necessary

ACTIVITY B:
Administration
(20%)
· Manage client information handling and database systems 

· Responsible for statistical data collection and overseeing of data entry

· Develop forms and systems as required

· Manage the filing and storage of all department related documentation 

· Attend inter-agency and program related meetings as required 

ACTIVITY C:
Direct Service & Staff Support
(20%)

· Provide support to direct service staff

· Facilitate critical incident debriefings

· Counsel 'high-risk' or 'special-needs' clients, or provide crisis counselling as required

· Facilitate individual client/case review meetings with each team member (monthly)

ACTIVITY D:
Community Liaison
(10%)
· Represent CHV  in the community as necessary

· Liaise with in-house service providers and community service providers

· Attend community meetings and work on joint service projects as required 
4. EDUCATION AND SPECIFIC TRAINING

A) What should be the minimum schooling or formal training for a new person on the job?
· Bachelors degree in Social Work or a Registered Social Worker with the BC College of Social Workers (BCCSW) under the College bylaw under section 41(2). 
B) Is a Provincial or other vocational or professional certificate/degree :
· Registered Social Worker with the BC College of Social Workers (BCCSW)

C) What special skills or training are needed to perform the job or operate equipment?

· Excellent interpersonal communication skills, written and oral

· Ability to multi-task

· Proven case management skills

· Case coordination with street involved youth 

· Crisis intervention skills

· Excellent understanding of community service programming

5. EXPERIENCE

A)
How much related past experience is required? 
Minimum 3 years direct service to hard to service youth population including crisis intervention and supervision experience

B) How much concentrated, “on-the-job” learning time should be required for a new person with education as in 2 to achieve competence on the job? (Experience may be gained on this and/or preceding jobs.) 1 year  
6. INITIATIVE  - INDEPENDENCE OF ACTION

A) List 3 decisions you make or duties you perform without reference to superiors or subsequent checks.

1. Case Coordination

2. Crisis intervention and debriefing

3. Referrals

B) List 3 decisions on which you seek consultation with, or approval from a supervisor.

1. Policy changes or revisions

2. Report staff non-compliance of case management directives

3. Financial expenditures

C) What guidelines, procedures, manuals etc. are available to guide your decision-making and action?

Case Manager 
- 
Program & Personnel P and P

BC Social Worker Code of Ethics

Case Manager I
 - 
Program & Personnel P and P

D) What financial responsibilities does your job involve?  None
7. IMPACT ERRORS

Describe 2 typical major errors that could reasonably be made in your job, even with due care.  Indicate the worst consequences e.g. waste, delays, time lost, money lost, injury, damage, effect on people.

1. Client Liability – Risk for self harm or harm to others

2. Agency Liability - Mis-representation of agency in community

3. Statistical Liability - Calculation of incorrect data - work delays, time lost

4. Vicarious Liability - Inadequate supervision of mentors & youth relationships - possible breach of agency P&P

8. WORKING WITH OTHERS Excluding those supervised – SEE 9

With whom are you required to work in doing your job?  Use Title.


Position Contacted
How Often 

a) Within Organization:
Manager 
Daily


Assigned Program Staff
Daily


Other Program Staff
Weekly


Program Director
Weekly



Pastoral Minister
Weekly

b) Outside Organization:
Various service providers
As Needed

Ministry Government offices
As Needed

Educational Institutions
As Needed

Client Relatives
As Needed

Training Facilities
As Needed

Vancouver Police Dep.
As Needed
9. SUPERVISION EXERCISED

Note and describe any supervisory duties which you exercise.

a) Assign and check work of others doing similar work to yours.  Who?  

Support other Client Services Coordinators with Special Covenants, LOS’s and Trespass orders

b) Provide technical guidance to other staff.  CSS Staff, and Residential/ROP Staff

c) Assign the work to be done, the methods to be used, take responsibility for all the work of a group. Oversee assigned Program’s Team case planning and case review meetings & meet regularly with other Case Managers

d) Direct the work, practices, and procedures of a major work unit.  Establish the unit’s priorities, control budgets and costs, work quality.  N/A
10. EMPLOYEES SUPERVISED

Indicate the total number of staff for whose work you are fully accountable.

None

11. PHYSICAL AND VISUAL DEMANDS

CONDITION



PERCENTAGE OF TIME

Climbing, lifting, etc.



5%

Heavy physical effort



0%

Intense visual concentration


20%

12. WORKING CONDITIONS

a)
Give examples of any unpleasant aspects, e.g. heat, cold, fumes, noise, outside work, infection, danger. Mainly pleasant conditions e.g. 

YES – pleasant environment; some walking
Minor disadvantages e.g.  Yes - strong smells, poor ventilation
Major unpleasant aspects e.g. potential for health risks ie lice, influenza


b)
What is your schedule work week? 40 hours



What, if any, shift work do you have? As required

Other unusual hours?  On call? none
c)
Travel-out-of-town:
N/A
Driving Vehicle: N/A
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