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CARE NET PREGNANCY CENTER OF DANE COUNTY
POSITION DESCRIPTION
JOB TITLE
· Title:				Care Partner/Case Manager 
· Reports To:		TEH Program Director
· Date Analyzed:	3/25
· Wage Category:	Hourly, non-exempt
· Hours:				Weekdays with one evening availability, Mon. thru Fri.   The Elizabeth House is a 24/7/365 program – must have some availability to work occasional other shifts as deemed necessary by the needs of the program.  
JOB FUNCTION
The Care Partner serves as a case manager, house manager, mentor and spiritual leader to the women living in The Elizabeth House to encourage, guide and support pregnant and parenting single women to achieve their goals.  This person will assess residents’ needs, identify service gaps, implement strategies, and evaluate the effectiveness of services once implemented in order to support residents' move toward self-sufficiency and independence. This person will gather data to evaluate the program and participate in continuous quality improvement strategies. This position is also responsible for the day-to-day activities of the home to ensure an atmosphere that cultivates mutual respect and a supportive, safe and stable environment to ensure our residents learn and grow their life skills. 

DUTIES & RESPONSIBILITIES – ESSENTIAL FUNCTION OF JOB
1. Responsible for weekly sessions with each resident to support the move toward self-sufficiency and independence.
2. Monitor compliance that each resident keeps her prenatal care and child’s pediatric appointments and has proper medical coverage.
3. Assist each resident in the development and coordination of education, employment, legal, financial, and parenting goals.
4. Be an advocate and liaison on behalf of the residents and the program with social service agencies and families. Help them learn how to effectively advocate for themselves and their children through example setting, mutual strategization, and encouragement.
5. Be responsible for maintaining residents’ files, progress reports, and other paper work. Complete assessments as required. 
6. Participate in applicant process and interviews to determine eligibility for The Elizabeth House program in conjunction with the Program Director when needed. Offer alternative resources and referrals for those not admitted.
7. Responsible for transition planning and follow-up for each resident. Work with resident to ensure they are prepared to live independently and have adequate support systems. Provide post-graduation support and check-ins for 3 years.
8. Maintain confidentiality for every resident and her child.
9. Refer residents for appropriate counseling and to assist with working through issues that affect her ability to have healthy personal relationships, and move forward in program and life goals.
10. Have working knowledge of Dane County’s resources as it relates to housing, employment, education, child-care, and economic stability
11. Weekly meeting with Program Director.
12. Provide appropriate Christian spiritual guidance related to daily living and parenting. Lead and encourage participation in components of spiritual growth, including daily devotions, spiritual discussions and other components of spiritual growth plan. 
13. Work with other staff to establish a plan with each resident for regular participation in education program, including pregnancy, childbirth, infant safety, and parenting, as well as Healthy Relationships. Document compliance with plan. Facilitate education on parenting, pregnancy classes and healthy relationships, life skills and finance with residents as needed through approved educational platforms.  
14. Participate as needed in floor coverage of the residence. Be available to mentor and encourage and engage in relational ministry a portion of the day as needed. 
15. Participate with TEH staff and seasoned volunteers in occasional evening, weekend, and/or holiday rotation coverage as needed to maintain residence coverage
16. Oversee and prepare chore and meal rotation for residents. Help with meal planning, nutrition education. Support those who need help with cooking duties. 
17. Monitor house supplies and pantry needs weekly. Prepare a list of needs for the program director to purchase.
18. Assist and orient new residents with becoming acquainted with the daily schedule, operations, and expectations of the program. (dishwasher, laundry, computers, etc)
19. Conduct weekly room checks and conduct room searches if warranted. Provide education and assist in building life skills noted in checks. 
20. Work with the program director to plan house activities, including birthday parties, holiday celebrations, trips outside the home, resident graduation parties, etc. 
21. Transport residents to programmatic activities including work, medical or social service appointments. 
22. Be available to the residents to support and encourage them during your shift, looking for teaching moments at every opportunity. 
23. Other duties as assigned
KNOWLEDGE, SKILLS & ABILITIES
A. Prefer a bachelor’s in Social Work or a similar field from an accredited university.
B. Must have at least two years of experience or more in counseling or case management in some capacity.
C. AODA experience preferred
D. Basic parenting knowledge or willingness to learn
E. Experience working with community agencies offering services for low-income or single woman
F. Experience interacting with individuals with varying ethnic and economic backgrounds.
G. Is a  professed  believer  in  Jesus  Christ  as  personal  Savior  and  Lord 
H. Excellent communication skills and proficiency in Microsoft Office. 
JOB SPECIFICATIONS
Certificates, Licenses, Registrations:   
A. Current CPR  Certification
B. Current Driver’s License in good standing and provide documentation at each renewal period. 
C. Trauma-informed care training preferred or willingness to learn.
D. Training and proficiency in motivational interviewing a plus. Must be willing to learn.
E. Show evidence of a personal relationship with Jesus Christ and demonstrate a strong Christian life.
F. Have strong commitment to the mission of Care Net Pregnancy Center and be in full agreement with Care Net’s Statements of Principles, Purpose and Faith and Mission and Values Statements.
G. Be dependent on Holy Spirit. “Not by might, nor by power, but by My Spirit, says the Lord.” Zech. 4:6.
H. Attend church on a regular, weekly basis.
I have received and reviewed a copy of my job description:
________________________________________	_______________________
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