

JOB DESCRIPTION 
TABOR COMMUNITY SERVICESPRIVATE 


Equal Opportunity Employer
JOB TITLE: Case Manager/Housing Location Specialist
Programs:  Shelter to Independent Living (STIL) & Community Housing Solutions (CHS)
Date Written/Revised:  July 2020
A. Basic Functions: 

To provide housing case management and budget counseling to low income individuals and  families in Lancaster County and City who are initially experiencing homelessness and seeking permanent housing in the STIL program. Assist households in local rapid rehousing programs to locate and secure safe, secure permanent housing in the Community Housing Solutions program.
B. Essential Functions – STIL program
1. Develop a case plan with clients that addresses financial and housing barriers and goals. This shall include intake interview, needs assessment and development of a budget.
2. Establish and encourage adherence to a personal budget and case management plan through pro-active housing and budget counseling sessions. 
3. Create and maintain consistent communication channels, both verbal and written, between several parties including tenant, landlord, collaborating agencies, debtors and creditors.

4. Provide information and referral assistance regarding available support from mainstream benefits, appropriate social service agencies and/or community programs.

5. Provide budget counseling and education to assist clients in establishing spending and savings plans for bills and past debts and to assist clients in obtaining and maintaining permanent housing.

6. Refer the individual or family to the Community Housing Solutions (CHS) program for assistance in housing search and procurement. Maintain contact with CHS staff and client during this process.

7. After housing placement, provide on-going case management and home visits (at least monthly) based on needs of the household
Essential Functions - CHS program

1. Develop and maintain working relationships with Lancaster city and county landlords and property managers for the purpose of locating and securing affordable housing for households who are experiencing homelessness and are enrolled in a rapid rehousing program

2. Work directly with each household, in coordination with their housing case manager, and prospective landlords/property managers to obtain permanent housing for the household

3. Proactively seek affordable rental housing units throughout Lancaster city and county on behalf of individuals and families on caseload

4. Educate landlords/property managers on the needs of people experiencing homelessness and identify those who are willing to rent to them
Essential Functions for both programs
1. Maintain accurate daily logs records and files for each client 
2. Complete HMIS (Homeless Management Information System) data entry per Lancaster County Homelessness Coalition (LancCo MyHome) requirements and guidelines. 

3. Sustain accurate accounting records regarding escrow funds and payments.

4. Transport clients as deemed necessary and within Tabor’s personal safety protocols. Transportation requirements should be limited to housing and job searches, home visits and visits to relevant social service agencies.
C. Other Functions:
1. Maintain a complete working file for each household served that provides activity documentation and copies of all corresponding paperwork
2. Assist manager with various required program reports

3. Attend relevant professional development events

4. Assume other responsibilities assigned by the CHS/STIL Manager or Program Director of Supportive Housing Programs
D. Supervision Exercised:
None

E. Supervision Received: 
Responsible to the CHS/STIL Manager
F. Minimum Knowledge, Skills and Abilities:

· Education – Associate’s degree in social work or related field required, Bachelor’s degree strongly preferred
· Experience – One year of relevant experience required; two or more years preferred. Knowledge of and experience in the homeless services field desired 

· Commitment to the Housing First philosophy
· Sensitivity to cultural and socioeconomic characteristics of population served
· A conviction about the capacity of people to grow and change.
· The ability to establish and set appropriate limits with persons served to help them gain skills and confidence.
· The capacity to maintain a role to empower clients and to intervene appropriately to meet service goals.
· Possess strong organizational skills with ability to meet a demanding workload

· Concentrated record keeping, budgeting and mathematical skills

· Detail oriented to complete requirements of files and contract compliance
· Experience with computers and knowledge of Microsoft Office
· Creative thinker/Adaptive Personality needed in order to provide case management
· Knowledge/understanding of tenant’s rights and responsibilities 
· Demonstrated knowledge of county social service agencies and community programs
· Ability to write and communicate professionally in English is required. Bilingual in Spanish is desired
· Valid driver’s license and legal vehicle that is registered, inspected and insured
· Ability to work collaboratively with other personnel and/or service providers 
G. Work Environment and Physical Requirements: 
· Sitting for extended periods, frequent walking, standing, reaching with hands and arms, use of hands and fingers for phone and keyboard. 
· Regular computer usage.
· Regular talking and hearing.

· Visual acuity (with or without corrective lenses); close vision, distance vision, and ability to adjust focus.

· Working conditions are generally indoors with periodic exposure to weather to travel to meetings. 
· Capacity to use stairs is required for home visits/home inspections when clients are housed above the first floor.
· Occasional need for lifting up to 20 pounds

H. Classification: This position is classified as non-exempt from overtime and compensation is paid on an hourly basis.
The above is intended to describe the general content of and requirements for performance of this job. It is not to be construed as an exhaustive statement of duties, responsibilities or requirements. I have read and understand the responsibilities and requirements of this position for which I have been employed by Tabor Community Services.

 Employee Signature ________________________________Date___________

