
Job Title: Case Manager 
Program: External Housing Programs 
Reports To: Housing Program Director 
Status: Exempt 

Job Summary: This is a full-time position within the External Housing Program 
Department. 
 
The Case Manager is responsible for preventing households that are at risk of 
homelessness from becoming homeless. The Case Manager will be experienced with the 
housing process, is familiar with housing resources, able to formulate relationships with 
landlords and brokers, inspect apartments, provide referrals to community resources and 
entitlements, and collaborate with government agencies to link apartments and utilize 
rental subsidy programs. The Case Manger will also be expected to: 
 

• Conduct comprehensive assessments with households to determine program 
eligibility. 

• Develop individualized stabilization plans for each household. 
• Responsible for documenting all contact with and on behalf of the program 

participants. 
• Ensuring all necessary documentation is received from landlords. 
• Responsible for the timely completion of housing inspections. 
• Responsible for developing new housing and community resources. 
• Participates in team meetings, case conferences, department meetings, weekly 

individual supervisory sessions, and staff training. 
• Conduct visits in the client's home to ensure compliance with lease and program 

agreement. 
• Track and report client outcomes in file and in HMIS.  
• Ensure timely entry of data in HMIS. 
• Ensure HMIS data is complete and accurate. 

Other: Access to reliable personal transportation is necessary for this position. 
Hours: 40 hours per week. Must be willing to work the occasional night or weekend in 
emergency situations. 
Physical Demands: Ability to lift and move 50 lbs. with assistance. 

Knowledge, Skills, and Experience: 
• Social Work experience required 
• Demonstrates strong skills in interviewing, assessment, and engagement 
• Experience in homelessness and housing services preferred 
• Demonstrates good judgement and ability to work independently  



• Ability to problem solve and use time management skills  
• Organizational skills are key. 
• Ability to work as part of a team 
• Must have strong oral and written skills 
• Must respond to calls and messages in a timely manner 
• Bachelor's degree in the area of social service 

 
Community Care Network, Inc. is an equal opportunity employer. All qualified applicants 
will receive consideration for employment without regard for race, ethnicity, religion, sexual 
orientation, veteran status, national origin, or disability. While performing the duties of this 
job, the employee is regularly required to talk or hear, sit, use hands, reach with hands and 
arms, stand, walk, and use stairs.  


