
Job Description

Title of Position: 
Transitional Case Manager

Reports to: 

Director of Residential Services

Summary: The Transitional Case Manager is responsible for the supervision of all residents that live in the transitional housing facilities and the “Room of Her Own” apartments. 

I. General 

a. Meets weekly with all transitional residents concerning their progress in the program.  

b. Provides bus tokens, lines, supplies, etc., to transitional residents. 

c. Ensures that transitional residents are compliant with their medication. 

d. Collects monthly rent and utility bill payments from working residents.  

e. Assist transitional residents in discharge planning procedures. 

f. Conducts quarterly fire drills at each of the transitional houses.  

g. Transports residents to the hospital in emergency situations. 

h. Presents transitional resident’s IA/IRP to the mult-disciplinary team at clinical meetings.  

i. Reports maintenance requests to the proper personnel. 

j. Attends, each week, Tuesday meeting at 2:00 p.m. and Thursday meetings at 9:00 a.m. 

k. Provides the Director of Finance with a monthly report of the rent/utilities collected. 

l. Reports to the Director of Residential Services all incidents and concerns as it pertains to the residents and The Home.

m. Assist the Night Supervisors, when required, in administering medication, monitoring the dining room, fire drills, etc.

n. Completes all assignments/requests given by the Director of Residential Services. 

o. Participates as an active member of the Safety Committee. 

p. Assigns roommates and room/door keys.  

Other Responsibilities:

A. Be trained and able to drive the company van. 

B. Attend quarterly award banquets.

C. Attend scheduled functions of The Women's Home. 

II. Qualifications:

A. Bachelor’s Degree in Social Work, Psychology or related field.  Prefer some experience in mental health and working with women’s issues. 
B. Be able to lift up to 30 pounds. 

C. Be able to handle a case management load of 30 women.  

