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	JOB DESCRIPTION


Dev. 6/14
Job Descriptions


Job Title:




Bi-lingual Case Manager- Unaccompanied Alien Children
Supervisor (title):

UAC Program Supervisor
Exempt/Non-exempt:
Non-exempt
Department:



Refugee Resettlement Services
Prepared by:        
      Bedrija Jazic  6/25/2014
Approved by:



Syhesia Sharpe 10/13/2015
Summary: (A brief description that summarizes the overall purpose and objectives of the position, the results the worker is expected to accomplish and the degree of freedom to act.):

The Case Manager provides post release case management services to Spanish speaking Unaccompanied Alien Children referred to program by LIRS. S/he ensures ongoing appropriateness of the placement, child’s safety and well-being. S/he will use Intensity of Intervention model that allows for services to be adjusted accordingly to risk factors and the intensity of the cases.  The Case Manager will work with other Case Managers as an ancillary support ensuring that immigrants and victims of trafficking are able to benefit from available services and resources that will assist them in process of attaining independency and self-sufficiency. 
Essential Functions: (List the tasks, duties, and responsibilities of the position that are most important to get the job done.  The responsibilities should be listed in the order of importance, with the highest priority functions first.):

1. Follow all Lutheran Services Carolinas policies and procedures.
2. Provide a minimum of three home visits and monthly telephone contacts with the child during the six-month period following the release. 

3. Link child and family to local community resources including medical and mental health referrals, schools, ESL classes, etc.

4. Provide written report following each visit and/or contact. Complete required data entry and case notes in LIRS CSCMS database.

5. Complete monthly invoice for services in LIRS database (CSCMS).
6. In close coordination with other program team members, provide intensive case management to victims of trafficking services clients.
7. Provide informative workshops and deliver outreach activities to local stakeholders.
8. Document and report according to contractual requirements and in accordance with HIPAA guidelines.
9. Assume other duties as assigned by supervisor.
[image: image1.png]
Working Conditions (please complete the information listed below):

( Usual office conditions

( Usual office conditions with occasional exposure to some undesirable elements*

( Frequent exposure to undesirable elements*

*List the undesirable elements with the percent of the work day exposed to the elements.

1. _______________________________________________________________
_______%
2. _______________________________________________________________
_______%

3. _______________________________________________________________
_______%

Physical Effort (please complete the information listed below):

The job duties require lifting or moving moderate to heavy materials as a regular part of the job.  (
No

( Yes*

*List the activity requiring physical effort, the weight or effort required (in pounds) and the percent of the work day spent in actual, hand-on movement of weight:

Activity













Weight of Materials
% of day

1. ____________________________________________

________________
________

2. ____________________________________________

________________
________

3. ____________________________________________

________________
________

Minimum Job Requirements:

Education: Bachelors degree in human services, international studies or other related field.
Experience: Working with refugees/asylees/immigrants in social service environment. Child welfare experience is a plus.
Specific skills/abilities: Basic Computer skills (Word, Excel, Outlook). Bi-lingual (Spanish) is required.
Specialized knowledge, licenses, etc: Must be 21 years and have a valid NC or SC drivers license.
Success Factors (Personal characteristics that contribute to an individual’s ability to excel on the job):

The Case Manager should be able to competently work with people from various backgrounds and cultures and be sensitive to their needs. He/she should be able to handle confidential client information and demonstrate good organizational and planning skills.
This job description is not an employment contract.  Lutheran Services Carolinas reserves the right to alter the job description at any time without notice.
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