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                                  Brunswick Senior Resources, Inc.
Case Management Assistant  

	

	Aging Resource Assistant 
$14 - $15.67/hr

	


Aging Resource Assistant Job Purpose 
An Aging Resource Assistant supports Aging Resources’ staff in assessing needs and links individuals with the most appropriate services; acts as a community liaison between the client, family, and multiple community organizations; coordinates home visits engaging and assisting families in the process of planning for older adults; and assist with all programs and services under the direct supervision of the Aging Resource Coordinator. 

Responsibilities:

Makes home visits to determine the eligibility of programs and services; positively interacts with participants; completes paperwork, enters information in Servtracker and schedules meal delivery.

· Makes home visits to determine the continuation of programs and services; completes paperwork and enters information in Servtracker 

· Assess participant needs by identifying, making referrals, and coordinating services which are necessary for empowering the participant to remain in the home; complete the Information and Assistance Log for each need; follow up with participant for programs and services not offered on-site within 48 hrs; document the follow-up and all correspondence with participants in Servtracker 
· Assist with daily monitoring of the Mobile Meals Dashboard between the hours of 10am-1pm; respond quickly to check on status of Home-Delivered Meal clients submitted as No Delivery and reroute if possible; call emergency contact if unable to contact participant; call for wellness check through Sheriff's Dept. if deemed necessary the same day; enter case note in Servtracker; notify Aging Resource Specialist of occurrence

· Assist the Medication Access Specialist with intake and day-to-day operations as needed for the Medication Assistance Program through DHHS Office of Rural Health

· Assist with maintaining ServTracker entries of participants' involvement in all Aging Resources programs and services by entering participant demographics, units, and case notes

· Assist with all programs and services as assigned or requested 
· Actively support BSRI's mission statement and adhere to policies and procedures
Other Responsibilities:

· Working knowledge of principles and practices related to the area of assignment; applicable local, state, and federal statutes; community resources; funding eligibility

· Assists in preparing and processing correspondence, reports, data materials, and other documents
· Assists in the planning, coordinating, publicizing, marketing and execution of programs, special events, special projects, fundraisers, and outreach events 

· Assists in establishing strategies to mitigate natural disasters and hazards; prepare for and respond to emergencies; and recover from effects

· Performs other related duties as assigned or requested
Qualifications:

· A minimum of an associate degree in human services, social work, or gerontology preferred; or an equivalent combination of education and experience sufficient to successfully perform the essential duties of the job

· Have a working knowledge of primary computer skills, i.e.,  Excel, Word, and Google. 
· Customer service and communication skills are required

· Ability to perform duties requiring standing or sitting for extended periods and lifting up to 25 – 40 pounds as needed for program operations

· Ability to deal with complex issues, attention to detail, high energy level, self-motivation, and multi-tasking
· Work independently with minimal supervision
· Be flexibility in scheduling; must be available to work some weekends and evenings for special events 
· Valid North Carolina Driver's License with a safe driving record
· Must pass pre-hire background and drug screening and agree to random drug testing during employment
Competencies & Skills:

· Written Communication - Writes clearly and concisely; Edits work; Presents data effectively; Able to read and interpret written information

· Oral Communication - Speaks clearly and persuasively; Listens and gets clarification when necessary; Responds informatively to questions; Participates in meetings

· Planning/Organizing - Prioritizes and plans work activities; Uses time efficiently; Plans for additional resources; Sets goals and objectives; Organizes tasks

· Professionalism – Demonstrates ethical and professional behavior; Approaches others politely and tactfully; Maintains composure and reacts well under pressure; Treats others with respect and consideration; Accepts responsibility for own actions; Follows through on commitments

· Customer Service - Manages difficult or emotional customer situations; Responds promptly to customer needs; Solicits customer feedback to improve service; Responds to requests for service and assistance

· Teamwork - Inspires and motivates others to perform well; Values principles of relationship-building and inter-professional collaboration; Effectively influences actions and opinions of others; Accepts feedback from others
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