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Job Description


Title of Position



Immediate Supervisor


Salary Range

Family Literacy Case Management
Literacy Director


CD II


Family Literacy Case Management Coordinator

The position of Family Literacy Case Management Coordinator includes responsibilities that focus on program management and casemanagement coordination to families involved in the Family Literacy program. This USCAA program provides a literacy-intensive focus to help families develop skills and achieve self-sufficiency. The program is part of the seamless service concept, providing services to families involved in welfare to work programs (USCAA & CSO), HeadStart, public schools, day care, and other programs. This position involves working with the families as they are involved in each of the four program components (Adult Ed, Child Ed, Parenting, Parent and Child Together Time) and working with the Family Literacy team members in providing well coordinated services.

Responsibilities include:
1. Outreach, recruitment and enrollment of families (i.e. schools, HeadStart)

2. Casemanagement: Provide and/or coordinate Family Literacy casemanagement services for enrolled families. This includes:

· pre and post assessments

· individual and family goal setting 

· act as a liaison with school(s)

· service coordination 

· providing support services 

· home visits (minimum of one/month/family). 

· If there is an assigned USCAA primary casemanager for a family, the Coordinator will work with the USCAA casemanager to insure the provision of effective Family Literacy casemanagement services for that family. This may include regular contact with the casemanager concerning family literacy issues, joint home visits and in-house meetings, and support for the casemanager to help the family meet planned goals.

3. Serve as liaison between parent and instructors.

4. Maintain up to date Recordkeeping and Reporting as defined in grant requirements.

5. Assist the Literacy Director in managing the day to day operations of the program. 

6. Work closely with the partnering organizations. This includes maintaining a working relationship with the family’s case worker, school, day care, and/or early childhood providers to further develop skills, reinforce what is learned at school, and guide the parent in helping the child to develop skills.

7. Work as team member with other Family Literacy staff, (Director, Adult Educator, Parent Educator, Child Service Coordinator, AmeriCorps members) to help each family reach their goals.

· Involves some after school and evening work, through providing support services during Early Childhood, Parenting, and Parent and Child Together Time (PACT) sessions.

8. Attend appropriate training as needed or directed.

9. Develop and maintain a Family Literacy Case Management procedures manual.

Other Responsibilities:

10. Assist in analyzing and refining program goals and objectives.

11. Serve as liaison for USCAA with other agencies providing component related activities, and represent the USCAA in service delivery arrangements.

12. Assist in preparation of all necessary component reports and in preparation of appropriate grant applications, budgets, and revisions.

13. Assist in coordinating the development and implementation of new USCAA component related programs/activities.

14. Uphold USCAA confidentiality policies, Code of Ethics, teamwork policies, Personnel Policy, and any other applicable policies.

15. Resolve conflicts and concerns in accordance with the Personnel Policy Employee Relations. 

16. Other duties as assigned by the Literacy Director and/or the Executive Director.
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