(Organisation name)

 Job title: Youth Case Worker

STATEMENT OF DUTIES
ACCOUNTABLE TO:
(Organisation name) Management Committee

RESPONSIBLE TO:
Manager – (project name).  

FUNDED BY:
This position is funded by (funding body)
Duties:

1. Consult and liaise with agencies to identify and work with young people in the program’s target group.

2. Provide case-work and counselling support for young people and their families within the target group.

3. Develop and plan budgets and expenditure to maximise the benefits to young people of the available funds.

4. Monitor expenditure against the budget and report any financial risks identified through your program activities.

5. Establish and maintain relationships with services providing crisis and medium term accommodation for the target group.

6. Attend, participate in and support relevant services and Interagencies that provide services for the target group.

7. To conduct and/or facilitate group work within the local communities which support the well-being and resilience of target young people.

8. Provide supervision and support for staff employed to support the activities of the service.

9. Provide referral for young people and their families as appropriate.
10. Maintain confidential case files and funding statistics.

11. Participate in supervision and work appraisals as negotiated with manager and specified by the organisation’s Policy and Procedures Manual.

12. Participate in the project’s team meetings when they are held and in Management Committee Meetings as negotiated with the manager.

13. Comply with the Service Specifications of the program as prescribed by the funding agreement.

14. Develop annual work plans and other reports as occasionally required by the funding body and the organisation.

15. Participate in training to enhance professional and service development.

16. Other reasonable duties that may be negotiated from time to time.

17. Abide by the (organisation name)’s policies, including the (organisation name)’s Customer service standards, Mandatory reporting requirements, Code of Conduct, Anti Discrimination policy and Access and Equity policy.

Hours of employment: (note here the number of hours per week the position involves)

Conditions of employment: (Include details such as: Whether the position is permanent or part time? Does it involve evening or weekend work? Is the position permanent, for a set period or dependent on funding?)
I HAVE READ, UNDERSTOOD AND AGREE to the above Statement of Duties.

Employee
date


Manager
date


I have received the (organisation name) 

· Customer service standards;

· Mandatory reporting requirements; 

· Code of Conduct;

· Anti Discrimination policy;

· Equity of Access policy

Employee
date


