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Position Description 
EMPLOYMENT AND EDUCATION CASE WORKER 

 
Status:  Exempt    Dept: Transitional Living 
 
Reports to:  Program Supervisor   Classification:   5P 

 
BASIC FUNCTION: Provide assistance to the Program Supervisor to provide a coordinated Transitional 
Living    Program. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 
1. Network within the community to work with businesses/organizations with which the Transitional Living 

program can place clients into suitable positions. 
3. Work with clients to create employment plans which include detailed, step-by-step goals related to job 

search, successful job placement, and retention. 
4. Provide employment training/coordination services to clients that includes:  resume writing, interviewing 

skills, networking, dressing for success, job coaching and job retention, and budgeting/financial 
management.  

5. Assist with life-skills training in collaboration with the Case Manager to assist clients with basic skills 
such as balancing a checkbook, rebuilding credit, home searching, reading and understanding 
contracts, setting personal boundaries, conflict resolution, effective communication, etc.  

6. Link clients with community resources, such as the Workforce Development Program at Joliet Junior 
College who may offer additional programs/services to clients, such as individual academic counseling, 
financial aid information and resources, and referrals to job training and educational programs.  

7. Represent the program on committees and task forces engaged in the identification of employment 
trends and policies.   

8. Manage an assigned case load specifically related to clients in need of employment assistance. 
9. Complete all mandatory agency and job specific training. 
10. Participate in the performance and quality improvement process by collecting data as it relates to 

services provided and outcome measures within the program.  
11. Make recommendations to enhance operations and client satisfaction. 
12. Adopt GACS’ client-centered philosophy of care and best practice expectations by adhering to COA 

practices and standards. 
13. Perform other duties as assigned. 
 
NON-ESSENTIAL DUTIES: 
 
1. Attend required staff meetings, agency meetings, and such other meetings as requested. 
 
QUALIFICATIONS: 
 
1. A bachelor’s degree in social work, psychology, or related field; experience preferred. 
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2. Knowledge of practices and standards pertaining to the Transitional Living Program. 
3. Good verbal and written communications skills. 
 
 
 
POSITION DESCRIPTION:  Employment Coordinator (Continued) 
 
4. No physical or mental impairments which would prevent, or render impossible, the performance of the 

duties of this position. 
6. Demonstrate sensitivity to the cultural and socioeconomic characteristics of persons served. 
7. Ability to exercise discretion and independent judgment. 
8. Ability to handle sensitive and confidential materials. 
9. Ability to work flexible hours. 
 
ADA DISCLAIMER/STATEMENT:  The above statements are intended to describe the general nature and 
level of work being performed by the person assigned to this position.  Position responsibilities are intended to 
describe those functions that are essential to the performance of this job.  This position description does not 
state or imply that the above are the only duties and responsibilities assigned to this position.  Employees 
holding this position will be required to perform any other job-related duties requested by management.  All 
requirements are subject to possible modification to reasonably accommodate individuals with a disability. 
 
Guardian Angel Community Services is an equal opportunity employer.  Employment, assignment, and 
promotion practices are carried out in accordance with all applicable laws, rules, regulations and orders without 
regard to race, religion, color, national origin, physical handicap, social handicap, sex, age, or ancestry. 
 
All employees who do not have a written contract with the Agency identified as such for a specific fixed term of 
employment are employed at the will of the Agency. 
 
I accept the position described above.  I have had the opportunity to read this Position Description and to 
discuss its contents with my supervisor or program director, and I have received a copy for my own use. 
 
 
 
 
___________________________________   ______________________________________                                                                                                                                           
Signature       Date 
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