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HUMAN RESOURCES / EMPLOYEE COMPENSATION

POSITION CLASSIFICATION - 6109

June 2000

POSITION TITLE:
Case Manager (Frs)

REPORTS TO:

Program Director

Objective: To direct educational and social service work with students enrolled in the Youth Fair Chance In-School, School-To-Career (YFC/STC).

Essential Functions:
1. Directs educational and social service work with students enrolled in the Youth Fair Chance In-School, School-To-Career (YFC/STC).

2. Manages a caseload of students enrolled in the YFC/STC program.

3. Conducts an Educational Service Assessment with individual students and their families.

4. Develops an Educational Plan for assigned students.

5. Develops an Individualized Educational Portfolio for each assigned student.  Helps students with their basic skill attainment.

6. Selects class clusters that gives students the background courses necessary to obtain entry-level skill related to career paths.

7. Develops a Social Service Plan with students and their families.

8. Accesses community support systems for students and their families.

9. Provides broad-based generic case management services to YFC/STC students and their families.

10. Guides students and their families in an appropriate career pathway selection.

11. Act to increase students’ knowledge of career options.

12. Act to increase students’ knowledge of available post-secondary education & vocational training opportunities.

13. Develops a Tech Prep Program, as directed.

14. Documents all contacts with students, families, the community and other collateral contact.

15. Acts overcome barriers that inhibit the students’ full participation in the academic process.  Coordinates activities with students, families, neighborhoods, educators and other service providers.

16. Coordinates student intake packets, including: Face Sheets; Movement forms; YFC Intake; and Brief Intake narrative.

17. Maintains an active membership in the Community Advisory Board sub-committee.  Organizes and coordinate group/club activities

18. Ensures ongoing case management records maintenance.

19. Conducts one (1) home visit for every student each semester and other visits as needed.

20. Develops and coordinates Recreational Activities for YFC/STC students

21. Develops and coordinates a Summer Youth Program for YFC/STC students.

22. Participates in ongoing professional development

23. Recommends changes in materials, equipment, supplies and technology to maintain and establish standards for quality of service delivery. 

24. Performs other related duties, including special projects, as required or requested.
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Education/Experience: Bachelor’s degree or equivalent, or be currently enrolled in a post-secondary educational institution and be working toward a Bachelor’s degree.  Two (2) or more years of progressively responsible experience in education and/or case management preferably within a multidisciplinary school-based team in a large school district or public sector employer.  Strong communication and persuasive abilities, including verbal, written and presentation skills.  Demonstrated computer skills.

Licensure/Qualifying Standards: None.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); fingerprinting; dress code; safety; security, disaster and other policies, procedures and practices.  Demonstrated effective and diplomatic oral and written communication skills, and a demonstrated experience communicating with students, families and community groups.

Physical/Environmental Characteristics: Essential duties are routinely performed in a general office work environment and regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines and other business office machines and equipment.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.  

