
Case Manager Position at Families First of Monroe County 

The Families First Case Manager (CM) will provide support services, case planning and resource referral 
for individuals and families in emergent situations or in obtainment/maintain of their basic needs 
through assessment, advocacy, collaboration, education, and support. The CM will use strategies to 
work with an individual or family’s resilience to make positive life changes and progress towards self-
sufficiency to achieve the best emotional, mental, and physical outcomes for better daily functioning 
and living. 

This position requires strong communication, time-management, organizational and conflict resolution 
skills with the ability to problem solve and react quickly to crisis situations. The CM is an integral part of 
a team, both on site and within the community. It is expected that the CM participates in activities that 
will advance the mission of Families First and the quality of services and programs that benefit the 
recipients of our work and support.  

Position Responsibilities: 

 

1. Schedules and conducts initial needs assessments, either by face-to-face or telephone, with 
individuals or families. Can act upon critical needs appropriately and immediately when 
presented. 

2. Explains Families First services and programs, requirements, and obligations to clients. Advises 
clients during the intake/application process about the planning, developing, and managing of 
their cases. Provides clients with information on community resources with their referral 
process and documents while empowering the clients partnering with Families First. 

3. Provide supportive case management services for clients who are in emergent situations, such 
as, homeless, or at-risk of homelessness, or in need of basic life essentials by developing a 
client-centered case plan with goals and objectives. This would require making referrals for 
appropriate agencies/services. 

4. With supportive case management services develop in partnership with the client a 
comprehensive client-centered case plan with both short-term and long-term goals that 
encompass, measurements and for each goal 

5. Act as a liaison between the Families First and contract or collateral agencies to coordinate 
services, i.e., Human Services, Coulee cap, Housing Authority, Health Dept., Workforce 
Connections, V.A. Center, Brighter Tomorrows, Salvation Army, Justice System, churches, 
landlords, etc. 

6. Advocate on the client’s behalf with appropriate agencies, landlords, utility vendors, companies, 
or any client identified agency or individual to support client's rights. 

7. Record and secure case details and confidential information appropriately and according to 
funding guidelines and state and federal laws. Complete the following administrative duties 
appropriately and according to funding guidelines and state and federal laws: case plans, notes, 
and reviews, correspondence, databases (i.e., Service Point), and other documents as required. 

8. Participate in meetings and committees as required by the Executive Director or as needed in 
support of Families First clientele; complete required training; complete necessary tasks 



associated with assigned and required duties; perform related tasks and other duties as 
assigned. 

 

Required Education, Skills and Ability: 

 

1. Prefer Associate’s or bachelor’s degree in Human Service, social work, psychology, or related 
field. 

2. Minimum of 2 years of case management experience. 
3. Knowledge of community problems in fields of health, welfare, social, and economic problems, 

and how they affect families and individuals and experience related to low-income and “at risk” 
families and individuals. 

4. Possess a high level of individual initiative and creativity. Strong correspondence and editing 
skills 

5. Ability to work with people from wide varieties of circumstances in supportive, non-judgmental 
manner, being able to assist them in recognizing their needs and objectives and how to meet 
them. 

6. Working knowledge of community resources, especially those related emergent situations, low-
income and at-risk/homeless families, and individuals. 

7. Demonstrated experience in working with the homeless or low-income individuals and families. 
Sensitivity to issues surrounding individuals and families experiencing homelessness, substance 
abuse, mental illness, or physical ailments. 

8. Experience in crisis intervention and problem solving with ability to diffuse situation without 
heightening the conflict. 

9. Ability to work under pressure and be flexible.  
10. Valid driver’s license, reliable transportation, and driver’s liability insurance. 
11. Computer skills with knowledge of Microsoft Office 365 and SharePoint with the ability to learn 

new programs. 

 

PLEASE ATTACH A RESUME AND A COVER LETTER WHEN APPLYING 


