
 

Heading Home Case Manager- Part Time, Temporary 

Job Description 

Overview:  The Heading Home Case Manager provides intensive case management to our intown 

neighbors (our “partners”) experiencing homelessness to assist them to overcome their barriers to 

housing. Case manager supports our Heading Home partners as they acquire stable income, health 

care, and housing while also responding to individual needs.  The program is one part of a 

comprehensive approach implemented and coordinated by the case manager.   
 

Duties and Responsibilities: 

 Conduct intake assessments with program partners to determine strengths, resources, barriers, 

needs, and eligibility for the Heading Home Program 

 Develop an individualized service plan for program partners, with specific outcomes, based on the 

assessment 

 Connect the program partner to needed services, treatments, and supports specific to individual 

needs 

 Coordinate regularly (at least twice a month) with staff from Journey, Rebecca’s Tent, and other 

providers in order to provide an integrated service plan for program partners 

 Monitor and evaluate program partners’ progress and needs, adjusting the service plan as needed 

 Advocate on behalf of program partners as needed to ensure access to timely and appropriate 

services 

 Provide employment training/coordination, including resume building, interview skills, job search 

assistance, referrals to employment agencies, etc.  

 Identify appropriate and affordable housing for program partners, potentially transitional housing, 

striving ultimately to obtain permanent housing  

 Provide financial management training through case management, including developing monthly 

budgets and determining an appropriate rent rage based on consistent, monthly incomes of program 

partners 

 Encourage and educate program partners to develop a savings plan in preparation for securing 

housing 

 Maintain case load of 8-12 active program partners and 5-12 aftercare program partners 

 Keep detailed ISPs and case notes in Pathways system in a timely manner 

 Keep detailed records of program services and make data-driven decisions 

 Provide monthly reports by the fifth of each month of employment and housing related data  

 Case conference with Executive Director on a regular basis to evaluate program progress 

 



 

Preferred candidates will have more than two years homeless case management experience and 

familiarity with the Pathways HMIS. Basic Word and Excel skills are required. 

 

Record Keeping 

The CM will be responsible for maintaining accurate paper and/or electronic records of the Heading 

Home Program. ISPs and progress notes will be inputted into the Pathways HMIS system regularly 

and at least every two weeks. 

 

Work Hours 

CM is a 20 hour per week position. The hours are generally flexible, but include at least one evening 

per week, at least one day-time block per week, and daytime staff and supervisory meetings.  

 

Personal Vehicle and Mileage Reimbursement 

CM will be required to use her/his personal vehicle for needed client transportation and other duties. 

Intown will reimburse CM for all miles accumulated on CM’s personal vehicle at the Standard Mileage 

Rate as determined by the IRS ($0.54 as of the date of this agreement). 

 

Supervision 

The CM reports to the Executive Director. Supervision will take place at least two times per month 

during regular business hours, or as needed. 

 

Personal Time 

The position includes 10 days of personal time, to be arranged with the Executive Director at least two 

months ahead of time. Requests must be made to and approved by Executive Director via email. 

 

Position Status 

The Heading Home program has operated since 2011 and the current program and position will 

operate until at least September 1, 2016. Depending on funding, the position might be extended beyond 

that date. 

 

To Apply: 

Send a cover letter, resume, and contact information for three references (including the context in 

which they know you) in Word or PDF format to Brad Schweers, Executive Director, at 

brad@intowncm.org. Only applications including all requested information will be considered. 

Candidates are encouraged to apply promptly. No phone calls please. Please put “Heading Home Case 

Manager” in the subject line. 

 

Intown considers applicants without regard to race, ethnicity, religion, gender, sexual orientation, 

national origin, age, marital or veteran status, the presence of a non-job-related medical condition or 

disability, or any other legally protected status. 

 

www.intowncm.org 

http://www.intowncm.org/

