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Lead Case Manager  
 
Description 
This position reports to the Director of Homelessness in the Homelessness Program. Provides day-
to-day administration and oversight of the Family Tree Homelessness Programs. Act as Lead Case 
Manager, Mentor & Trainer for the Homelessness Case Managers. Provide Field-Based Case 
Management to households who are homeless or at risk of homelessness. It is the role of the Case 
Manager to support program participants as they end their current housing crisis and to provide 
supportive services in efforts prevent future episodes of homelessness, utilizing a Housing First 
Program Model. 
 
This is a full-time, non-exempt position with a hiring salary range of $19.72-$23.47 per hour working 
primarily Monday-Friday and occasional evenings and weekends. Benefits information can be 
found on Family Tree’s career page at https://www.thefamilytree.org/careers. 
 
Essential Duties/Responsibilities 
Act as primary contact providing guidance and mentoring to other Case Managers, particularly new 
hires. Assist Supervisor with general program administration, as requested. Update and maintain 
training manual. Identify areas of needed staff development. Provide and document field-based 
case management according to specific program(s) guidelines. Provide assessments, program 
enrollment, document procurement, and safety planning. Assist program participants with benefits 
acquisition, educational/vocational referrals, financial empowerment, behavioral/health referrals, 
goal setting, life skills and assist with the establishment of a personal support network. Develop, 
monitor and revise housing stabilization plan with program participants. Track, document, and input 
participant data into respective tracking systems. Assist with interviewing, assessing and 
determining program eligibility for people who are homeless or at risk of homelessness. Promptly 
enter documentation and information into Client files, HMIS and other respective tracking systems 
as required. Maintain a full time case load. 
 
Other Duties 
Identify areas of needed staff development. Develop and/or coordinate training on specific case 
management topics e.g. rent determination, housing plan development. Act as contact person in 
Supervisors absence. Adhere to all Family Tree, Inc. established policies and procedures, including 
those regarding timely reporting of suspected child abuse or neglect and confidentiality of client 
information. Participate in regular Supervision (by phone or in person). Attend weekly staff 
meetings, supervision meetings, on-site and off-site trainings, Brownbags and other meetings as 
requested. 
 
Knowledge, Skills and Abilities 
Bilingual English/Spanish preferred 
 
Education or Formal Training 
Bachelor’s degree in a human service related field plus two years of experience working with 
vulnerable individuals/families, or a comparable mix of education, professional, and lived 
experience. Must have strong computer skills; prefer Word, Outlook, HMIS and Access. 
 
Working Environment 
Due to various funding streams, responsibilities may include but not limited to working with 
participants in Permanent Supportive Housing, Rapid Re-Housing and Emergency Services. 
Must be comfortable going into homes that may be cluttered, dirty, dark, and not air-conditioned. 
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Must have access to reliable transportation on a daily basis for home visits and various off-site 
meetings. Due to program participants’ availability, this position schedule requires flexibility, may 
include afternoon and evening hours, and very occasionally, weekend hours. This is a 40 hour a 
week position, primarily Monday through Friday. The position allows for a flexible schedule with a 
blended remote and in-office work arrangement. The work environment characteristics described 
here are representative of those an employee encounters while performing the essential functions 
of this job. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 
Physical Activities 
This position requires visiting homes or locations that may or may not be handicapped 
accessible.Talking, hearing (ordinary conversation). Seeing (read paperwork, computer work) 
Manual dexterity sufficient to operate a computer, calculator and telephone. Physically exert force 
of 10-15 lbs. 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
Note: Job descriptions are not intended to be an exhaustive list of all duties, responsibilities, or 
qualifications associated. 


