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OPEN COMPETITIVE RECRUITMENT
BILINGUAL CASE MANAGER 
(English/Russian)

WOODBURN AGING & DISABILITY SERVICES

Recruitment #186-02-12
$3,269 - $4,458 monthly   
Opens:  February 14, 2012       Closes:  February 28, 2012

NorthWest Senior and Disability Services seeks to fill the position of Bilingual Case Manager in the Woodburn office. The position is full time and represented by a union. The job description is attached.  An offer of employment is contingent on successful completion of a criminal records check. 
An offer of employment is contingent on successful completion of the selected foreign language test, recommendation for the position based on test performance, and a background check.
NorthWest Senior and Disability Services is a local governmental entity charged with the development and coordination of services to people with disabilities and older adults living in Clatsop, Marion, Polk, Tillamook and Yamhill Counties. 
EXAMINATION
The evaluation will be based on your completed application and your response to the examination items listed below.  Note the recruitment number on your application. On a separate sheet of paper, respond to each of the items below. Number your responses to correspond with the items. Be sure your name is on each sheet, and include the sheet(s) with your application. Your application will not be accepted without the written responses to the examination questions below:

1. Discuss your education and training as it relates to conducting assessments for people with disabilities and older adults. 
2. A Case Manager must interact with a wide variety of external and internal customers, including providers of long term care facilities, hospital staff, doctors, social workers and mental health professionals, and clients.  Please discuss your philosophy of customer service and how it may or may not be different, depending on the type of customer.
Customer Service * Professionalism * Positive Attitudes
Applications may be obtained from NorthWest Senior and Disability Services, 3410 Cherry Avenue NE, Salem or at www.nwsds.org. State clearly the recruitment number and location for which you apply, if relevant. Resumes will not be accepted in place of a completed application form. You may submit completed application forms and exam questions by 5:00 p.m. on February 28, 2012 by using any of the following options:  

· Mail to HUMAN RESOURCES, P. O. Box 12189, Salem, OR  97309-2117, ATTN: Susanne Eleson,  Human Resources (applications will be accepted if postmarked by the deadline date); 

OR

· Fax to 503-304-3434, ATTN: Susanne Eleson
OR

· Deliver in person to 3410 Cherry Avenue NE, Salem, ATTN: Susanne Eleson
                                                                   OR

· Email application to nwsds.nwsds.org
The mission of NorthWest Senior and Disability Services 

is to assist older persons and people with disabilities 

in making and implementing choices 

that maximize their independence and quality of life.
Equal Opportunity Employer
You may visit our website at http://www.nwsds.org

Customer Service * Professionalism * Positive Attitudes

NorthWest Senior & Disability Services

Job Description
BILINGUAL CASE MANAGER

(English and Spanish/Russian Speaking)

	Classification: Bilingual Case Manager
	Position Number: Varies

	Salary Range:  R21
	FLSA Status: Non-Exempt

	Unit: Varies
	Location: Varies

	Reports To: Services Manager
	Union Status: Represented

	Last Revision: April 2010
	


General Description
Performs professional level work in the provision of financial, medical, and care services for a caseload comprised of either elderly and/or disabled clients.   

Essential Functions
Evaluates and advises clients and their assessments. 
Conducts client assessment to identify need and determine eligibility for social services. Completes Client Assessment and Planning System (CAPS) to determine client service eligibility level, develop case management plan, and meet agency reporting requirements. 

Develops an appropriate service plan for clients, and continually monitors and adjusts plans according to the changing care needs of clients

Coordinates the delivery of services to clients according to case management plans; arranges in-home, residential, or assisted living care; arranges for medical supplies, equipment, or transportation; and provides assistance to alleviate serious environmental, medical, or social problems. Completes and processes all required documentation for establishing and maintaining client benefits as required by agency guidelines. Advises applicants, clients and the general public on their rights and responsibilities regarding financial and medical assistance programs. Participates in Quality Assurance case reviews and training to ensure Medicaid program accuracy. Maintains and shares information according to privacy regulations.

Review cases periodically for social service eligibility and takes appropriate action on information gathered.  
Modifies case management plans and delivery of services according to agency policy and priorities. Enters client data into the Oregon ACCESS, including on-going narratives. Facilitates and monitors provider payment and quality of services. Provides supervisor with monthly case count reports. 
Serves as an interpreter for the Agency to communicate with non-English speaking, Russian and/or Spanish speaking clients.


Serves as a Mandatory Reporter of suspected abuse of vulnerable populations as required by policy and regulation

Secondary Functions
Makes referrals to the Protective Service Unit in suspected cases of neglect, exploitation, and abuse of the elderly or people with disabilities.

Provides technical assistance to community resources, in-home and medical providers. 

Performs other work as assigned by the supervisor.

Supervisory Responsibilities
None.

Minimum Qualifications
Experience and Education
Any equivalent combination of education and experience which demonstrates the knowledge, skills and abilities required will be considered;  however, the following is preferred: 

Bachelor’s degree in social sciences or related field and two years of social services experience, working directly with clients. 

Ability to successfully demonstrate the required level of proficiency for bilingual duties. 

Knowledge, Skills and Abilities
General
Ability and willingness to support Agency mission, ethics and core values.

Good interpersonal skills, including listening; ability and willingness to work effectively with others; use of good judgment, courtesy and tact, as well as the ability to understand and respond to requests from internal and external clients, social service professionals and/or the general public.

Knowledge of, and commitment to, rules governing client confidentiality, mandatory reporting, provider records, and investigations.
 

Ability to work independently, organize and structure own work, and exercise initiative.

Ability to understand and interpret applicable policies and apply them to problem-solving and decision-making in order to serve external and internal clients.

Ability to apply the required knowledge and skills in a timely, accurate, and efficient manner to meet deadlines.

Ability to speak, read, write and understand English, and follow verbal and written instruction.

Job-Specific

Knowledge of casework methods and techniques and their application to individual cases.  

Knowledge of federal and state laws and regulations pertaining to placement of individuals in community based care facilities.

Knowledge of the function and scope of public and private agencies and institutions that provide social support services to the elderly and disabled.

Knowledge of sources available for obtaining case data; ability to analyze and evaluate case data.

Ability to speak, write, read and understand and English and  Spanish and/or Russian at a proficient level.

Ability to prepare concise and complete case records, documentation and reports.

Ability to interact with others in a team effort to deliver services.

Ability to effectively interview clients to determine program eligibility and service needs.  

Understanding of the problems and issues confronting the elderly and/or disabled people.

Other Requirements
Ability to secure and maintain a driver’s license valid in the state of Oregon, or an acceptable alternative means of transportation.

Commitment to regular attendance as an essential element, required to meet the demands of this job and to provide necessary services.

Successful completion of a background check.

Ability to successfully demonstrate the required level of proficiency for bilingual duties.
Work Environment/Physical Demands 
The incumbent typically works in an office environment and uses a computer, telephone and other office equipment as needed to perform duties. Work also involves occasional travel. The noise level in the work environment is typical of an office environment. Incumbent may encounter frequent interruptions throughout the work day.

The employee is regularly required to sit, talk, or hear; frequently required to use repetitive hand motion, handle or feel, and to stand, walk, reach, bend or lift up to 25 pounds.

Contact with the public in home or office environments may risk exposure to irrational/hostile behavior, contagious diseases, or contact with domestic animals.

The physical demands are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions. 

This job description in no way states or implies that these are the only duties to be performed by an employee occupying this position. Employees may be required to perform other duties as assigned, including work in other Agency unit/location to ensure workload coverage. Employees are required to follow any other job-related instructions and to perform any other job-related duties requested by their supervisor.

Requirements are representative of minimum levels of knowledge, skills, and abilities. To perform this job successfully, the employee will possess the abilities or aptitudes to perform each duty proficiently.
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