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Position Description
Housing Case Manager
Range:

Range 32
Salary:

$23.77 - $38.20 DOQ
Class:

Nonexempt

Department:

Housing & Health Division
Supervisor:

Housing Program Manager 
Revised:

November 1, 2023
The Community Action Council strengthens individuals and families to lessen the impacts of poverty. 

We believe… everyone should have a safe, affordable place to live and call home. We believe all families deserve to be warm, healthy, and housed. We believe securing a family’s health and well-being is a long-term investment in individual and our community. We believe everyone should have access to enough healthy, nutritious food to thrive in school, work, and at home. We believe in actively working with our community to provide resource referrals, training opportunities, and partnerships
Summary Job Description:
With direction and supervision from the Housing Program Manager this position would manage a Foundational Community Supports program client caseload administered by CAC. The case manager provides person centered interviews with clients to help identify strengths, needs and challenges. The case manager will also provide education about housing and employment choices and develop strategies for accessing programs. 
Position Duties
Meet clients where they are, either on the streets or at other service facilities to explain offered services and establish a working relationship. 
Maintain a caseload of 20-30 clients on an on-going basis. 

Provide outreach and housing-focused case management services in a culture-informed and trauma-informed manner.

Assist clients in obtaining housing and maintaining housing stability.
Assist clients in obtaining employment and maintaining employment stability. 
Assess client’s needs for mental health, primary medical care, and substance use according to their stage of change, focusing on reducing harmful consequences of behavior.

Advocate for clients with a variety of other service providers to include client landlords.

Provide ongoing support to clients once they are housed to maintain housing and improve quality of life.

Conducts intake and initial interviews with clients ensuring that all Medicaid programs and other applicable contractual requirements are met/in compliance;
Initiates and maintains a paper trail related to general terms and conditions of the programs and its inventory – if applicable;
Develops rapport with individuals and family members as applicable;

Assist individuals in assessing and prioritizing their basic living needs;

Monitor and follow-up case management process including on-going assessment and referrals of needs and services as appropriate;

Assist clients in in planning ways to meet their identified needs;

Make referrals and appropriate linkages to necessary services – as needed/appropriate;

Maintain client records on an on-going basis;

Prepare monthly reports including statistical data;

Other duties as assigned.

Knowledge and Abilities:

Educational methodologies to foster self-esteem, self-advocacy, problem solving and critical thinking processes;

Analytical skills

Effective written and verbal communication skills

Research and investigative skills

Organization and prioritization skills;
Ability to handle multiple tasks simultaneously

Ability in problem-solving and decision making

Proficiency in information and technology

Must have the ability to work independently and organize work to meet appropriate deadlines;

Be flexible;

Maintain confidentially;

Ability to provide crisis intervention, have problem solving techniques; provide basic case management processes and procedures.

Work cooperatively and be able to exchange information with other organizations and agencies as appropriate;

Ability to relate to and communicate effectively with persons of diverse socio-economic, ethnic, religious, education and handicap backgrounds; 
Ability to become proficient in internal database systems. 
Desirable Qualifications:

Bachelor’s degree in social services or other related field.
Experience and working knowledge of Foundational Community Supports (FCS). 
Two years’ experience in the field of social services; 

One year experience in Coordinated Entry

Experience with low-income individuals and families;

Experience working with populations who experience housing crisis 

Ability to provide crisis intervention, have problem solving techniques; provide basic case management processes and procedures

Must be able to demonstrate having the ability to proficiently use Microsoft office, and other software systems. 

Additional Requirements:

Must have a valid Washington State driver’s license (in good standing) when operating a privately owned vehicle on official Agency business; must comply with Washington State’s liability laws when operating a privately owned vehicle on job-related business. 

Applicants must produce proof of authorization to work in the United States at time of job offer.

Documentation establishing authorization to work may include: Social Security Card, Certificate of Birth in the United States or other approved documentation.  A picture ID will also be required.  In addition, and at the Councils expense, if an applicant is offered a position, there will be a comprehensive background check.

The above is a non-exempt position as defined under the professional portion of the Fair Labor Standards Act related to minimum rate and overtime requirements, therefore any overtime worked will need to be cleared in advance by your supervisor.

The statements contained in this position outline reflect general details as necessary to describe the principal functions of this job, the level of knowledge and skill typically required and the scope of responsibility,but should not be considered an all-inclusive listing of work requirements.  
Individuals may perform other related duties as assigned including work in other departments with the Family Services area. 


Community Action Council of Lewis, Mason and Thurston County is an equal employment opportunity employer and does not discriminate on the basis of race, color, sex, age, religion, national origin, ancestry, marital or veteran status, association, family relationship, mental or physical disability, source of income, sexual orientation, or any other legally protected status unless it is a bona fide occupational requirement reasonably necessary for our operations.
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