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	POSITION DESCRIPTION

	JOB TITLE: 
	Outreach Case Manager Coordinator – Refugee Program
	JOB GROUP:
	275

	Position (PCN) Number:
	275 2218 005
	Org Key:
	     

	JOB PURPOSE:



	Under the supervision of the TB/Refugee Program Manager, Refugee Program Clinic Manager and the Refugee Program Clinic Coordinator with clinical direction from the Chief, Disease Control and Medical Epidemiology, the Outreach Case Manager Coordinator supervises the Outreach Case Managers and is responsible for performing administrative tasks related to operations of the Refugee Health Screening Clinic. 


	TASKS & RESPONSIBILITIES:


	% 

	1. Coordinates information about newly arrived refugees with the Volunteer Agencies (VOLAG) and Refugee Outreach Case Managers (OCMs). 

2. Coordinates daily activities of Outreach Case Managers in the field, including but not limited to coordinating schedules for placement and reading of tuberculosis skin tests and home visits to notify patients of scheduled appointments.

3. Meets with Outreach Case Managers on a regular basis and communicates relevant information.

4. Schedules interpreters for Refugee Health Screening Clinic and follow-up referral appointments in coordination with the Refugee Program Clinic Coordinator.

5. Schedules refugee transportation for Refugee Health Screening Clinic and for initial visits to Chest Clinic (whether HCPHES or City of Houston) and referral providers in coordination with Refugee Program Clinic Coordinator.

6. Schedules appointments for the completion of the I693 forms.


7. Communicates daily with the TB/Refugee Program Manager, Refugee Program Clinic Manager and Clinic Coordinator and support staff to ensure all deadlines and/or requests are met for clinical services.

8. Insures approved medical record policies and procedures are followed, including those dealing with patient confidentiality (HIPAA) compliance. 

9. Provides back-up clerical assistance in Refugee Health Screening Clinic as needed.

10. Maintains proper public and/or community relations for the HCPHES Refugee Health Screening Program.


11. Responsibilities include other duties as assigned, including special tasks involved in responding to an emergency event.
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	SUPERVISORY RESPONSIBILITIES: (Titles of three highest level subordinates)



	1. Outreach Case Manager (5)

	2.      

	3.      


PHES Job Description, Pg. 1
(The following section of the Position Description is to be completed by the supervisor.)

	UPON ENTRY TO THIS POSITION, AN EMPLOYEE NEEDS THE FOLLOWING KNOWLEDGE, SKILLS, AND ABILITIES IN ORDER TO PERFORM THE JOB FUNCTIONS IN A SATISFACTORY MANNER:

	EDUCATIONAL REQUIREMENTS:

High school graduate or GED certificate is required.  Completion of some college education is preferred.


	LICENSE(S) AND/OR CERTIFICATION(S) REQUIRED:

Valid Texas Driver’s License required.


	EXPERIENCE REQUIREMENTS: (Amount and Type)

· At least five years direct patient/client contact experience in a Public Health Agency or refugee services agency is required (i.e., outreach worker, clinic intake). 
· Six months of supervisory experience is required.


	COMPUTER PROFICIENCY: (Be specific as to the amount and type of software and/or hardware knowledge required and the proficiency level of skills required, i.e., basic, intermediate, or advanced)

Basic proficiency in data entry and data retrieval in current editions of Windows, MS Word and MS Excel is required.

Experience with MS Outlook, Power Point, and Access and/or with Netsmart Technologies’ INSIGHT is desirable.


	SPECIAL SKILLS AND/OR ABILITIES:
· Ability to speak fluently in English and at least one other foreign language is required.

· Ability to interact effectively with the community and individuals and communicate their needs to professional staff.

· Must be versatile and have the ability to perform job without constant supervision.

· Reliable transportation is required for local travel.

· Must have excellent problem solving skills, be able to think creatively and work independently.

· Able to organize materials, make reliable judgments, and draw conclusions from verbal discussions and written data.

· Must be punctual, self-starter, dependable, mature, flexible, responsible and able to work well with others.


	PHYSICAL REQUIREMENTS: (if any)

None.



	DESCRIBE THE GUIDELINES AND SUPERVISION AN EMPLOYEE RECEIVES IN ORDER TO DO THIS JOB.  HOW MUCH INDIVIDUAL INDEPENDENCE AND DISCRETION DOES THE EMPLOYEE HAVE WHEN DOING THIS JOB?

	The Outreach Case Manager Coordinator will perform job duties under the supervision of the TB/Refugee Program Manager and the Clinic Manager and Clinic Coordinator.  The incumbent functions independently in prioritizing, accomplishing and/or delegating tasks and must adhere to HCPHES Policy & Procedures.

	SUPERVISOR’S COMMENTS:

	The employee must be able to handle stress from irate or belligerent clients and/or physicians.


	SUPERVISOR’S SIGNATURE:
	
	DATE SIGNED:

	EMPLOYEE’S SIGNATURE:
	
	DATE SIGNED:

	PRINT EMPLOYEE’S NAME:
	

	
	
	

	OTHER SIGNATURE

(if required)
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