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JOB DESCRIPTION

H.O.P.W.A. Case Manager
HOUSING/ CSBG

OVERVIEW: Under general supervision of the Compliance Program Manager, the incumbent performs
administrative HOPWA duties along with meeting and communicating with clients in the HOPWA program.
This is a non-exempt position.

ESSENTIAL FUNCTIONS:

o Assist Housing and Community Service Director with all HOPWA administrative duties.

Responsible for handling caseload of 20+ clients

Communicate with clients in the HOPWA program (telephone, written, and in person).

Meet with clients in the HOPWA program to discuss housing needs.

Billing related tasks such as collection of billing data, data entry, running reports, and reconciliation of data.
Enters client’s information, enrollment, eligibility information, and billing data to ensure that all services have been billed
accurately and within required timeframes.

o Assist Compliance Program Manager with all aspects of billing and data entry.

o Assist with any other duties.

e Duties and responsibilities may be added, deleted and/or changed at the discretion of management.

EXPERIENCE AND KN LEDGE:

o AA Degree in Accounting plus two years of accounting experience. Applicable work experience may be considered in
lieu of education.

e Bilingual: English/Spanish is a must

e Knowledge of the principles and methods of detailed financial record keeping.

e  Working knowledge of EXCEL spreadsheets and accounting databases.

e Ability to explain and follow oral and written directions.

e Ability to work independently and cooperatively with others.

e Ability to maintain confidentiality of Agency and employee information.

e Ability to perform the essential functions of this position.

EDUCATION/CERTIFICATIONS:
v AA Degree in Accounting

LICENSES AND OTHER REOQUIREMENTS:

v" Bilingual in English and Spanish

v" Valid California driver’s license, reliable transportation, good driving record, and proof of minimum California vehicle
insurance.

v’ Ability to walk, stoop and bend as needed; ability to lift and carry up to 30 pounds occasionally and to sit up to 85% of
scheduled working time.

v Minimum of three years working for a public agency with demonstrated ability in performing required job functions.

IT IS THE RESPONSIBILITY OF THE EMPLOYEE TO MAINTAIN
THE REQUIRED KNOWLEDGE AND ABILITY FOR THIS POSITION
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COPIES OF TRANSCRIPTS, DEGREES AND/OR PERMITS MUST BE SUBMITTED WITH APPLICATION
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SALARY RANGE:

69.7

24.55

25.78

27.08

28.44

29.87

BENEFITS: Medical, Vision, Dental, 403B Retirement Match. Employees also pay a portion of benefits and 100% For

JOB SITE: MERCED

HOURS: 40 hours per week (Monday-Friday; 8:00am-5:00pm).

Life Insurance.

THIS IS NOT A COUNTY POSITION
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