Job Description

Position Title:

Supervisor – Social Services

Reports to:

Director – Dutchess County Services

Department:

Case Management 


Office:
 Poughkeepsie – Dutchess 

Status:


Full Time (Exempt)

Summary:
This position will provide direct supervision to the daily operational activities of direct service programs in Dutchess County.  Supervise effective provision of case management services, including advocacy, information and referral, and crisis intervention services to all community residents.  Coordinate the activities of all contracts and programs to ensure that the needs of local communities are being served and contract goal are being met.

Duties and Responsibilities:
1. Responsible for the day-to-day management and implementation of programs including tracking, reports, outreach and staff supervision.

2. Provide training and supervision to staff; help to determine the urgency of cases and make recommendations regarding what actions should be taken.

3. Review and approve financial relief expenditures for clients.

4. Develop and organize training materials and conduct staff training; provide technical support and mentoring.

5. Provide direct services to clients on complex cases and as otherwise needed.

6. Assure that comprehensive case files, records, charts and other documents are maintained in all case records and electronic database.

7. Keep updated information on community resources available to clients.

8. Conduct community needs assessment and make recommendations for expansion and/or modification of services delivered.

9. Collaborate and consult with Immigration, CYO and other departments on a regular basis.  Meet with Director of Case Management on regular basis.

10. Complete all required statistical and fiscal reports timely.

11. Monitor budget expenditures and maintain fiscal accountability.

12. Conduct on-going monitoring and assessment of service delivery.

13. Assist with researching and identify potential funding sources.

14. Assist with writing, developing and monitoring grants.

15. Other duties as assigned by supervisor.

Supervisory Responsibilities:



Yes
X
    No 

     How Many People    2-5___ 

Qualifications:

Education and/or Experience, Skills, Licenses and /or Competencies Required or Preferred:
1. Master’s Degree in Social Work, Public Administration or Human Services preferred.

2. Supervisory experience required.

3. Demonstrated leadership and administrative abilities. 

4. Excellent interpersonal skills.

5. Knowledge of New York State Social Services delivery systems.

6. Good organizational, time management and communication skills.

