
Hope Harbor, Inc. 
 

JOB TITLE:    Case Manager    SALARY RANGE FULL-TIME___________ 

SUPERVISOR’S TITLE: Executive Director   SALARY RANGE PART-TIME___________ 

        

General Summary:  The Case Manager position is responsible for providing intensive case management to Hope 

Harbor residents which includes assessments, budgeting, referrals, education, and providing information about available 

community resources.  This work is required to be documented through Homeless Management Information Software 

(HMIS). 

 

Qualifications: 

 Pass a complete series of background checks. 

 Possess an Associate’s Degree in Human Services or a related field, preferably with a Bachelor’s Degree.   

 Current CPR and First Aid Certification, or the ability to obtain these within thirty (30) days of being hired. 

 Be capable of accurately following written and verbal instructions. 

 Possess the ability to communicate effectively; orally, typed, and written. 

 Ability to be reliable and punctual.  

 Ability to work with persons in need in a compassionate and dignified manner. 

 Ability to maintain resident, staff, and volunteer confidentiality. 

 Must be able to work independently with a minimum amount of supervision. 

 Knowledge of computers and software, and the ability to accurately enter data within specific time deadlines.  
 

Essential Duties and Responsibilities: 
 Complete documentation including case plans and notes, service transactions, budgets, interim reports, entry-

exits, income verification, etc.   

 Completes intakes with families for the transitional shelter program.  Gathers and documents information on 

families. 

 Is knowledgeable about and Provides residents about housing and education information. 

 Provides intensive case management to residents that include identifying and setting goals. 

 Monitors resident progress in achieving case plan goals 

 Assists with employment readiness and retention, creating a debt repayment plan, establishing individual family 

budgets. 

 Links residents to available community services in the area including; but not limited to, housing, medical, mental 

health, child care, and financial assistance. 

 Is knowledgeable about and Provides residents about housing and education information. 

 Provides intensive case management to residents that include identifying and setting goals. 

 Monitors resident progress in achieving case plan goals 

 Assists with employment readiness and retention, creating a debt repayment plan, establishing individual family 

budgets. 

 Links residents to available community services in the area including; but not limited to, housing, medical, mental 

health, child care, and financial assistance. 

 Attend staff meetings and trainings. 

 Maintain CPR/First Aid Certification 

 Ensure confidentiality of residents, staff, and volunteers.   

 Assist with resident orientation to the program. 

 Collect urinalysis specimens and facilitate testing with a Breathalyzer as assigned, as needed. 

 Able to take turns carrying an on-call cell phone for one week at a time. 

 Provide residents with conflict resolution and problem solving skills 

 Other duties as assigned by the Executive Director.   
 

--------------------------------------------------------   ------------------------------------------------------------------ 

Signature of Employee      Date 
Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be 

construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract 

for employment and are subject to change at the discretion of the employer. 


