JOB DESCRIPTION

CASE AIDE
Program:
RSS Employment
Department:  Integrated Services
Position:    Case Aide (Client Data Support)
Supervisor: Employment Program Manager

General Description: the Program Manager and the Department Director select the Case Aide. The Program Manager will supervise this position. The Case Aide will assist the RSS Employment Specialists with their caseloads.
The goal of the RSS Employment Program is to successfully integrate all referred refugees via the provision of services for up to 5 years. 

ESSENTIAL JOB ELEMENTS

Client Services

· Complies with Caritas client services policies and procedures.

· Maintains appropriate professional boundaries in keeping with client services policies and procedures.

· Delivers client services in a culturally competent manner.

· Transporting clients as needed (e.g. employment interviews & testing) and teaching them to use public transportation in coordination with volunteers.
· RDC, Monthly Reports and other management record keeping) as mandated by donors in accordance with case record best practices.  

· Assists with conducting group interviews, intakes and other multi-client meetings and Maintaining accurate client services records in all Caritas data bases (Service Point, training events

· Assist with referals and tracking of attendance in ESL, Refugee Orientation and Job Readiness Classes and others as applicable.  

· Completion and closure of files to ensure accuracy and compliance with all relevant regulations 

· Processing income verification documentation and other requirements for cash assistance programs 

· Assisting with overall long term record keeping (i.e. filing and purging outdated files 
· Streamlining program electronic records and storage 
· Entering and correcting client database records

· Contributing to monthly and other report preparation and number compilation 
Organizational Support Functions

· Assists Employment Specialists in the maintenance of client files.

· Attends and participates in staff meetings, and organization planning and training functions as required.

· Complies with administrative procedures, reporting and record keeping policies.

· Record case notes in ServicePoint and the Refugee Data Center (RDC).

· Establishes and maintains good working relationships with co-workers and others (e.g. volunteers) as necessary to carry out the mission of Caritas.

C. Other

· Perform other duties as assigned by supervisor.


· Treats clients, staff, and the general public with courtesy and respect.

POSITION REQUIREMENTS

Certification:
None


Education:

Associate Degree or 2 years of college
Skills:                    - Valid driver’s license

              - Ability to drive van, no more than 3 moving traffic violations in the last 3 years 

              - Good communication skills with vendors, clients, and others.

              - Bilingual (English/and by order of preference Burmese Karen, Burmese, Thai, Spanish, French or Arabic) 

              - Computer literate, preferable with Access database experience
Physical Requirements:   - Reaching above/below the waist, climbing staircases, and standing.  Driving a passenger and cargo van.          
Must be able to start immediately. Submit letter of interest with resume via email to hcrawford@caritasofaustin.org. No telephone calls please.
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