Job Title: Case Manager/ Lead Job Developer/AIC

Report To: Director of AIC
      A.  Position Concept:

Responsible for the supervision and case management services for all clients / customers on

his/her case load. Assist AIC staff in their becoming proficient in job development and functions placement

B. Essential Functions/Responsibilities:

· Responsible for supervision /monitoring of average caseload 25-35 clients/ customers

· Responsible for completing clients /customers intakes, court reports, individual service plans, progress notes, probation and parole reports and exit questionnaires 

· Provide assistance for clients/ customers in obtaining substance abuse treatment, medical care, housing, financial aid, mental health care, employment, and educational services deemed necessary for clients to reach increased levels of self sufficiency

· Act as community service coordinator or court liaison when primary staff is absent

· Serves as liaison between client and referral sources (external/ internal) for the client’s length of stay at AIC

· Responsible for urinalysis collection, documentation, and intervention

· Educate and mentor AIC staff in developing job development and placement skills  

C. Principal Accountabilities:

· Supervise and monitor clients/customers service plan
· Maintains current accurate documentation in clients /customers files
· Monitor clients/customers daily, or as indicated by referral sources, includings schedules and attendance
· Provide accurate reports to referral sources
· Provide structure and on going intervention planning and follow through to ensure clients accountability
D. Qualification:
She/He must have BA/BS degree in Human Service field and one year experiences or Associate degree and  two(2 ) years experience working in human service field.  Ability to work with clients/customers of all cultures.  Shall have excellent verbal, written, and organizational skills.  Shall have some computer skills.

Special Notations:

Full- time (35 hours per week)

Assumes responsibility for all other duties and activities as assigned by Director that will support the over all mission of the agency.

