Newcap, Inc.

1201 Main Street

Oconto, WI  54153

	Job Title
	Coordinated Entry Lead/Case Manager Supervisor

	Department
	Housing

	Location
	Green Bay Office

	Job Grade
	

	Job Code
	

	Supervision
	Housing Director

	FLSA Status:

X Exempt

( Non-Exempt
	Type of position:

X Full-time

( Part-Time

( Contractor
( Intern


General Summary:
The Coordinated Entry Lead/Case Manager Supervisor works with the Homeless Management Information System (HMIS) staff from agencies that are part of the Brown County Homeless and Housing Coalition (BCHHC) to oversee all aspects of the coordinated entry system (CES) and assist communities in operationalizing CE.  This will include providing training and technical assistance, coordinating, facilitating, and/or participating in meetings and calls to monitor and to help remove barriers to housing on behalf of the local coalition’s coordinated entry system. This position is responsible for ensuring that the Case Management staff are working with clients to develop income-based case plans through employment or benefits linkages that address their barriers to securing and maintaining housing.  
ESSENTIAL DUTIES AND TASKS:
· Make certain that all Newcap Housing Programs, including Coordinated Entry, is Housing First oriented, such that people are housed quickly without preconditions or service participation requirements.
· Confirm that all Newcap Housing programs, including Coordinated Entry, are person-centered and safeguards client choice.  Choice can include location and type of housing, level of services, and decisions related to the type of other supportive services.
· Responsible for maintaining the HMIS and non-HMIS Priority lists to ensure the people with the highest needs are service first as established by the Wisconsin Balance of State Coordinated Entry Policies and Procedures.

· Run and review Coordinated Entry Priority List Reports in HMIS for accuracy on weekly basis and inform other agencies of deficiencies.

· Ensure that all missing or incorrect data is cleaned up in HMIS on a weekly basis.

· Review, coordinate, and complete required 30, 60, 90-day follow-ups with people that have an open referral on the Prioritization List on a weekly basis and contact agencies that have late referrals.

· Ensure that all participating agencies complete and sign a Coordinated Entry Agency Agreement and each staff sign a Coordinated Entry Staff Agreement,  attend all required trainings and maintain these agreements.
· Attend and lead monthly case conferencing meetings at the BCHHC’s Systems Committee meetings.
· Attend program-related community, coalition and committee meetings, as assigned.

· Work with BCHHC agencies to develop and review the After Hours Plan annually. 
· Conduct various assessments to determine eligibility for the full array of Newcap’s programs and services as well as assess for other emergency needs, vital mainstream services provided by other entities within the local coordinated entry system and make referrals to the housing prioritization list.

· Actively participate in Homeless Outreach Team (HOT) which includes Street Outreach and ensure access to Coordinated Entry.

· Maintain client related data systems, including case notes and HMIS.

· Prepare case management related reports including but not limited to: outcomes, successes, etc.

· Actively participate in client- and program-related meetings and training, including staff meetings.
· Maintain relationships with services providers, volunteers, staff and community members.

· Serve as a conduit of information between the WIBOSCOC Coordinated Entry staff and the participating agencies in the local CES.
· Collect and enter the monthly Point-In-Time data into the Housing Inventory Chart (HIC) from all shelter/housing agencies.

· Lead and Coordinate the bi-annual Point-In-Time count in January and July each year.  Recruit and train volunteers to assist with count.

· Attend all CE and CE Lead trainings and make sure all participating agency staff within the local CES have completed the required trainings.

· Provide updates on CES changes, etc. to the agency and the BCHHC.

· Work collaboratively with the non-HMIS List Holder.

· Update the WIBOSCOC spreadsheet for participating agencies in the local CES.
· Conduct periodic follow-up assessments on schedules prescribed by prevailing state, federal and agency rules, regulations and policies.

· Provide clients with information about community resources, homeless programs and housing resources and assist them in identifying, evaluating, and connecting to those that best match their preferences.

· Promote and market the local coordinated entry system through the use of various printed materials, community presentations and other public information and educational activities.
· Prevent clients from being screened out for assistance because of perceived barriers to housing or services, including, but not limited to, lack of employment or income, drug or alcohol use, or having a criminal record.

· Work to provide opportunities for clients to provide input into the local coordinated entry system.

· Supervise a case management staff with a diverse areas of expertise.

· Work collaboratively with Deputy Housing Director, Housing Director, with other agency’s CE staff, to meet program goals and performance targets.

· Review/Audit of client files (hard files and HMIS) to ensure case management plans address identified needs, are up-to-date and that data quality is maintained.

· Ensure case management staff are regularly monitoring client activity related to achieving personal and programmatic goals and providing corrective action revisions to case plans as needed.

· Maintain related administrative record keeping and reporting systems as required by contracts.

· Mediate client grievances and facilitate case management/client issues.
· Ensure that Case Managers continually monitor and evaluate each client’s progression through their case management plan, developing corrective action revisions to plan as needed.

· Adhere to boundaries and professional ethics.

· Conduct crisis intervention as needed.

WORKING CONDITIONS:
This work is generally performed in an office environment.  Much of the work will take place in the field across the county.  Some overnight is required.

EFFORT:
Long periods of time working at a computer terminal.  Use of keyboard may be stressful to hand or wrists.  Must be able to see, hear, and speak.  Frequent handling and fingering, reading, working with information, standing, walking.  Occasional lifting up to 25 pounds, reaching, climbing, stooping.  Minimal evening and weekend are required.

MACHINES, TOOLS, EQUIPMENT
Computer, cell phone, printer, photocopy machine, fax machine, calculator, shredder, telephone, van or car.

MINIMUM QUALIFICATIONS:

· Bachelor’s Degree in business, communication, public administration, human-service related field or 2 years in a human service-related field and working with HUD, HMIS, housing, or vulnerable population preferred.  A combination of education, training, and experience that results in demonstrated competency performing the work may be substituted.
· Management experience in a social service setting with working knowledge of case management.

· Knowledge of substance abuse recovery and mental health care necessary.

· Experience working with homeless individuals and families is desired.

· Additional duties as assigned.
ABIILITIES REQUIRED
· Ability to read, write using proper grammar/punctuation, and communicate effectively

· Possess organizational, planning and analytical skills

· Computer skills

· Experience with word processing, spreadsheets, and public speaking.

· Ability to perform tasks with minimal supervision or over-site.

· Ability to identify, communicate and assist in responding to the need in the county.

SPECIAL REQUIREMENTS

· Must possess a valid driver’s license.
· Must pass a criminal background check.
· Must pass physical exam as it pertains to the job description.
· Must be able to maintain the confidentiality of any information encountered.
PHYSICAL DEMANDS
Employee must be ale to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
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