
Westmoreland Community Action 

Position Description 

TITLE:    Recovery Employment Partnership Case Manager 

COMPONET / DEPARTMENT: Workforce Development Program 

CLASSIFICATION:   Full-Time, Non-exempt, Regular 

REPORTS TO:   Director of Workforce Development 

DATE WRITTEN:   03/31/2021 

SALARY RANGE:   $ 

Position Summary 

This position oversees the supportive case management services of the Recovery Employment Partnership. The 

Case Manager will work directly with individuals in recovery to break barriers, help meet their needs to be able to 

obtain full time self-sustaining employment. The case manager will work with the Peer Support Specialist and the 

Workplace Outreach Specialist to meet the needs of the participants in the program.  

 

CASE MANAGER RESPONSIBLITIIES 

1. Develop initial service plan and completes service plan updates. 

2. Link participants to all appropriate resources, i.e. mental health, other human services providers. 

3. Provide support to the participants in completion of service plan goals, when necessary. 

4. Meet one-on-one with participants, i.e. review service plan goals, provides resources, support. 

5. Effectively manages crisis situations, utilizing the crisis mobile team if needed, while providing the 

Director of Workforce Development with updates and reports specific to the incident. 

6. Assist participants in development of individual goals and expectations. 

7. Responds in a timely manner to participants needs. 

8. Attends staff meetings and weekly reporting to Director of Workforce Development. 

9. Complete all required program reports. 

10. Attend meeting, conferences, and training sessions as assign by the Director of Workforce Development 

11. Other duties as assigned by the Director of Workforce Development. 

 

SPECIFIC JOB KNOWLEDGE, SKILLS AND ABLITIES 

1. Basic mathematical skills in order to perform simple calculations. 

2. Ability to listen effectively. 

3. Ability to communicate verbally and in writing using the English language. 

4. Ability to operate a motor vehicle. 

5. Ability to organize and prioritize various work assignments. 

6. Ability to to keep accurate and detailed records. 

7. Ability to function as a team member by assisting coworkers in their prospective role. 

 

 



SCOPE AND IMPACT 

Effectively manage the Recovery Employment Partnership and ensure everything is being completed and 

accurately recorded. Interact with the participants of the REP program providing individualize supportive services. 

Engage with the public as needed in the day-to-day operations of the Program.  

 

EDUCAITION, REQUIREMENTS, EXPERIENCE AND/OR SKILLS 

1. Bachelor’s degree with major course work in either sociology, social work, psychology, gerontology 

criminal justice, nursing counseling, education or a related field or a combination of education and 

experience.  

2. Ability to work independently and maintain accurate case documentation and records. 

3. Ability to work with various agency for service planning and the provision of services. 

4. Willingness to work a flexible schedule within a 40 –hour work week as Program needs dictate. 

5. Willingness to accompany participants to scheduled appointments. 

6. Ability to problem solve and have a willingness to be flexible in order to meet needs of program 

participants.  

7. Basic working knowledge of Microsoft Word and willingness to learn Microsoft Excel. 

8. Must possess a valid PA driver’s license and vehicle insurance to comply with agency standards of 

coverage.  

9. Act 33/34 Clearances  

REQUIREMENTS NECESSARY TO SAFELY PERFORM THE ESSENTIAL FUNCTIONS OF THE POSITION OFRECOVERY 
EMPLOYMENT PARTNERSHIP CASE MANAGER. 
 
Physical requirements - Push/pull, lift/move up to 25 pounds. 
 
Manual dexterity - Perform moderately difficult manipulation - typing, filing, and writing. 
 
Coordination - Perform tasks which require foot and/or hand/eye coordination - driving a car, typing data entry. 
 
Mobility - Walk, stand, and sit for prolonged periods of time, drive. 
 
Speech - Articulate with extreme accuracy - employee/client relations, phone contact. 
 
Vision - Read small print, drive a car. 
 
Hearing - Receive verbal instructions, answer phones, intercom, communicate with employees/clients. 
 
Concentration - Able to concentrate on fine detail with some interruption. 
 
Attention span - Able to attend to task function for more that 60 minutes. 
 
Conceptualization - Able to understand and relate to theories behind several related concepts. 
 
Memory - Ability to remember multiple verbal and written task-assignments given at beginning of a period 
extending over long period of time. 
 
Environment Conditions - Indoor work. 

 

SIGNATURE__________________________________________________ DATE________________________ 


