
 

 

HUMAN SERVICES COORDINATOR II 
SOCIAL SERVICES 

 
 
GENERAL STATEMENT OF DUTIES 
 
The worker will: assess the barriers of families in becoming self-sufficient; provide short-term financial 
assistance; develop contracts to link clients with employment resources and learn new skills; assist 
clients in moving towards economic self-sufficiency; and provide retention services to assist families in 
maintaing employment. 
 
EXAMPLES OF DUTIES PERFORMED 
 
Completes holistic assessment of the family and then completes employment assessment on the adult 
recipient to develop a plan for removing employment barriers.   
 
The case manager maintains a caseload.  The case management  includes rotating intake, making home 
visits on child-only cases at review, home visits on employment cases within 7 calendar days of 
completing  an application, follow-up, monitoring, and on-going case maintenance.  Assess progress on a 
weekly basis  that client is making towards meeting the goals established on his/her Mutual 
Responsibility Agreement.  Provides or arranges supportive servcies to maintain employment related 
activities.   Ongoing case maintenance includes explanation of program regulations, notices, changes in 
household composition, adddress, income, etc.  
 
Prepares clients for job seeking and interviewing skills.  Provide follow-up services to maintain 
employment.  
 
Coordinator uses collateral contacts, home visits,  and computer inquiries.  Coordinator reports 
participation and employment hours in a timely manner, plus gather information needed to determiine 
successful participation. 
 
 
RECRUITMENT STANDARDS 
 
Knowledge, Skills and Abilities 
 
Must have ability to motivate and empower clients to seek positive changes in their life.  The skills and 
knowledge to assess the client and his/her situation,  to develop an appropriate plan (Mutual 
Responsibility Agreement ς Plan of Action and Core Responsibility) which will empower the client to 
become self-sufficient. The Coordinator must have networking skills to be able to refer participants 
appropriately to other community services.  Ability to follow eligibility rules and regulations to assure 
that client receives correct and timely benefits.   
 
MINIMUM EDUCATION AND EXPERIENCE 
 
A bachelƻǊΩǎ ŘŜƎǊŜŜ ŦǊƻƳ ŀƴ ŀŎŎǊŜŘƛǘŜŘ ǎŎƘƻƻƭ ƻŦ ǎƻŎƛŀƭ ǿƻǊƪ ŀƴŘ ƻƴŜ ȅŜŀǊ ƻŦ ǎƻŎƛŀƭ ǿƻǊƪ ƻǊ ŎƻǳƴǎŜƭƛƴƎ 
experience; or four-year degree in human services field or related curriculum including at least 15 



 

 

semester hours in courses related to social work or counseling and two years of social work or 
counseling experience; or graduation from a four-year college or university and three years of 
experience in counseling or a related human service field providing experience in the techniques of 
casework, group work, or community organization; or an equivalent combination of training and 
experience. 
 


