Homeboy Industries Assistant Case Manager
Position Description
POSITION TITLE: Assistant Case Manager
REPORTS TO: Director of Case Management
DESCRIPTION OF DUTIES AND RESPONSIBILITIES:
Assistant Case Managers work closely with case managers by implementing, evaluating and advocating for services for our clients.
Responsibilities include:
· Assist in maintaining accurate client files and up to date information

· Assist with interdepartmental communication as it relates to client’s Service Plan and/or Secure Base

· Per case managers request assist with follow up conversations with clients to discuss life, school, and work related goals. 

· Support with Documentation/identification assistance: Social Security card, birth certificate, Insurance, Medicare/Medical; Identification: California ID, Mexican Consulate; Driver’s License: permit and road test preparation; other DMV issues such as registration, smog check, etc.

· Per case manager support trainees wrap around services offered onsite:

· Legal Assistance: juvenile record sealing, obtain criminal records, child support matters, child visitation, traffic court, immigration concerns, and community service.

· Education: enrollment for high school, adult and trade school, or college; collaborates with school officials to ensure clients are getting their needs met; enroll clients in other skill development courses.  

· Health services: facilitate appointments for medical, dental, and vision care.

· Housing: locate apartments and emergency shelters; help apply for Section 8 housing.

· Government services: help apply for government assistance programs (welfare and reduced child care).

· Financial: help with financial planning (budgeting) and bill payments, open bank accounts, credit restoration
· Assist with researching community resources: detox, rehabs, etc. and per case manager request communicate with Substance Abuse Counselor

· Support clients by occasionally providing transportation to appointments approved by case managers
· Attend weekly or bi-weekly case management meetings

· Attend morning meetings at 8:45am (Monday through Friday)

· Other duties as assigned.

QUALIFICATIONS AND SKILLS REQUIRED FOR POSITION: 

· B.A. and/or 5+ yrs. experience working in correctional setting and/or with gang population
· Valid Driver’s License
· Mission driven person with strong work ethic; challenge seeker and problem solver; able to act and react as necessary, even if limited information is available; not afraid to take charge of a situation
· Experience working with individuals of diverse ethnic backgrounds
· Advanced knowledge of Microsoft Outlook, Word, and Excel
· Detail oriented, excellent communication, organizational, and writing skills

