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Position Description

Position Title:
Aging Care Management Supervisor 

Department
Office of Aging









Reports To:
 Aging Director
Purpose of Position

The purpose of this position is to administer assigned units and programs, including supervising and directing the activities of caseworkers.

Essential Duties and Responsibilities

The following duties are normal for this position.  These are not to be construed and exclusive or all-inclusive.  Other duties may be required or assigned.

  •   Develops, directs, and supervises Care Managers and Case Aides; plans, develops, and manages    

 functions in accordance with applicable regulations; reviews new referrals and makes assignments   

 to appropriate Managers and Aides.

•   Reviews and analyzes case records to determine the quality of services rendered and to ensure case 

management is administered through the appropriate service program.  Conducts individual and   group case conferences with caseworkers to provide suggestions, resolve problems, and ensure the provision of available services.

•   Reviews the status of referrals to determine case progress and to ensure that appropriate services   

     are rendered according to the client’s needs.

•   Supervises domiciliary care homes; assesses residents to eligibility to these homes.

•   Identifies training needs of caseworkers; participates in the planning and carrying out of inservice  

     training activities as required; trains new employees; attends training seminars as appropriate.

•   Prepares casework staff performance evaluations; develops and monitors employee performance   

     standards; makes recommendations regarding personnel actions, disciplinary actions, etc.


•   Performs duties of caseworkers during absences.

•   Prepares, compiles, and reviews monthly casework reports; maintains records of assigned

     programs; prepares letters and other correspondence as required. 

•   Develops, updates, and reviews forms to meet the needs of programs and other requirements.

•   Conducts casework unit staff meetings as required.

Minimum Training and Experience Required to Perform Essential Job Functions

Three years of experience in public or private social work and a bachelor’s degree; or any equivalent combination of experience and training including successful completion of 12 semester hours of college level courses in sociology, social welfare, psychology, gerontology, or other related social sciences.

Applicants must be a resident of Pennsylvania.

Eligibility:

Be reachable on the Civil Service list of Certified Eligibles for the class title, Aging Care Management Supervisor 1 OR, Be eligible for voluntary demotion OR, Be in a different class with the same pay range OR,Be eligible for reinstatement, based on prior service, to an equal or lower classification OR, Be eligible for promotion without examination. 

  Minimum Physical and Mental Abilities Required to Perform Essential  Job Functions


Physical Requirements

•   Ability to operate a variety of office equipment including personal computer and computer 

     terminal, calculator, photocopier, fax machine, telephone, etc.

•   Ability to operate a variety of audiovisual equipment including VCR and TV, tape recorder, etc.

Supervisory Skills

•   Ability to assign, supervise, and review the work of others.

•   Ability to make recommendations regarding the selection, discipline, and discharge of employees.

Mathematical Ability 

•  Ability to add, subtract, multiply, divide, and calculate decimals and percents.

Language Ability and Interpersonal Communication

•  Ability to comprehend and interpret a variety of documents including production reports, billing  

    invoices, patient records, psychiatric and medical reports, letters and other correspondence, care 

    plans, assessments, contracts, expense records, policy  and procedure manuals, program directives,

    etc.

•  Ability to prepare a variety of documents including statistical and production reports, letters and       

other correspondence, policy and procedure statements, patient records, press releases, purchase      orders, performance evaluations, etc. using prescribed format and conforming to all rules of punctuation,  grammar, diction, and style.

•  Ability to record and deliver information, explain procedures, and follow instructions.

•  Ability to use and interpret medical, legal and basic accounting terminology.


•  Ability to communicate effectively with caseworkers, supervisors, clients and family members,

    contract agencies, interns, attorneys, doctors, the general public, and others verbally and in 

    writing.

Environmental Adaptability

•  Ability to work effectively in an office environment.

Perry County is an Equal Opportunity Employer.  In compliance with the Americans with Disabilities Act, the County will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective employees and incumbents to discuss potential accommodations with the employer.

As amended by Civil Service on January 25, 2000

