Newcap, Inc.

1201 Main Street

Oconto, WI  54153

	Job Title
	PSH Case Manager

	Department
	Housing

	Location
	Green Bay Office

	Job Grade
	

	Job Code
	

	Supervision
	Housing Director

	FLSA Status:

( Exempt

X Non-Exempt
	Type of position:

X Full-time

( Part-Time

( Contractor
( Intern


GENERAL SUMMARY:
The Permanent Supportive Housing Case Manager is a source of support and guidance to individuals experiencing homelessness in Brown County.  Case Managers are trained to assist individuals with identifying barriers to housing stability and engage in goal planning that aims to link individuals to the resources and skills that they need in order to achieve long-term housing stability.  
ESSENTIAL DUTIES AND TASKS:
· Work with each client to develop and/or strengthen their goal plan according to individual goals and objectives.
· Maintain weekly contact with all clients, appropriate to their particular status and needs.
· Maintain a caseload of 14-20 individuals to ensure housing retention and improvement of health and well-being.
· Conduct thorough assessment of client’s needs and goals.
· Create and monitor clients’ individual service plan.
· Ensure that client interactions are person-centered, goal-focused and reflect each client’s goal plan.
· Build professional relationships with clients, landlords, providers, and community partners.
· Teach and model independent living skills, in areas of personal hygiene, communicating with property managers, and maintaining a clean apartment.
· Exercise patience, understanding, and concern for each client’s well-being, safety, development, and enjoyment for life.
· Provide transportation to clients when required.
· Make referrals to supportive services in the community and Newcap, as appropriate and support client in navigating this process .
· Assist clients with accessing community resources, medical adherence, or other needs as outlined in the client’s goal plan.
· Perform housing searches, as necessary, facilitate lease signing and move-in process.
· Be an effective mediator and advocate for all housing clients.
· Effectively use HUD tools and ensure compliance with data standards and record-keeping as required by HUD .
· Document all client interaction and maintain accurate paperwork/reports.
· Perform annual re-certifications and schedule inspections for each client and accurately update files as necessary.
· Attend case management meetings and other specified meetings/trainings as required.
· Communicate effectively in oral and written forms with clients, their families, their significant others, coworkers, supervisors, other service agencies and the community.
· Operate proficiently a personal computer, fax machine, printer, and copier.
· Other duties as assigned.

WORKING CONDITIONS:
This work is generally performed in an office environment and client housing units.  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 is required.

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

MINIMUM QUALIFICATIONS:

Bachelor’s Degree in human services, social services, 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.  Experience working with mental illnesses and substance abuse disorders, preferred.  Must have passion for the work and compassion for all people experiencing homelessness in this community, no exceptions.
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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