JOB DESCRIPTION

4207 Homeownership Case Manager, Senior
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DALLAS HOUSING AUTHORITY 

JOB DESCRIPTION
	TITLE:
	Senior Case Manager
	JOB CODE: 4207
	

	PREPARED:
	February 24, 2010
	FLSA:  Exempt
	

	
	
	
	


Summary:  Under general supervision, supervises staff and assists clients in completing the Family Self-Sufficiency (FSS) Program requirement, conducts training and evaluates case managers performance.  
Essential Job Functions:  The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification.  Shown are duties intended to provide a representative summary of the major duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.

· Supervises and trains staff in effective case management processes and procedures of special programs and grants such as the Family Self-Sufficiency Program, HOPE IV Community Supportive Services case management requirements, or other programs that require client case management. 
· Conducts training on HUD regulatory programs or grants that required case management, assesses staff proficiency and effectiveness as case managers based on client progress and attainment of goals and program requirements. 
· Makes referrals to clients for various social and economic needs in order to reach goals.

· Assist staff to identify and use providers of services that assist participants of HUD programs or grants.
· Audits case manager files and escrow files of FSS participants to ensure compliance of the program. 
· Monitors the collection and accuracy of all data related to participants in the FSS program or grants that require case management 

· Trains employees on programs, rules and regulations pertaining to case management including the monitoring of escrow account accrual, balance notifications and reconciliation, and yearly statements to FSS participants.
· Explains nature of DHA programs, procedures and services to clients; maintains absolute confidentiality of work-related issues, client records and DHA information.

· Supports the relationship between DHA and the constituent population by demonstrating courteous and cooperative behavior when interacting with clients, visitors, and DHA staff.

· Enthusiastically promotes the President/CEO’s priorities for the operations of DHA.

· Performs other duties as assigned or required. 

Knowledge and Skills:

· Knowledge of DHA organization, operations, policies and procedures.

· Knowledge of principles and practices in case management, counseling and guidance.

· Knowledge of principles and processes of home buying, mortgages and loan applications.

· Knowledge of personnel rules and budgeting systems.

· Knowledge of the principles of record keeping and records management.

· Knowledge of business and personal computers, and spreadsheet software applications.

· Skill in understanding, interpreting and applying counseling standards and procedures, and applicable Federal rules and regulations.

· Skill in conducting interviews and accessing eligibility.

· Skill in supervision, coordinating staff, and delegating tasks and authority. 

· Skill in assessing and prioritizing multiple tasks, projects and demands. 

· Skill in working under pressure of deadlines, and establishing and maintaining cooperative working relationships with other DHA staff.

· Skill in operating a personal computer utilizing a variety of business software.

· Skill in effective communication, both verbal and written.

· Skill in interacting with people of different social, economic, and ethnic backgrounds.

MINIMUM QUALIFICATIONS:

Bachelor’s degree in Counseling, Behavioral Sciences or a related field, and two (2) years of case management experience with at least one (1) year in a supervisory capacity; OR an equivalent combination of education and experience.

Ability to acquire FSS Case Management Certificate within 6 months of employment.
.
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