
Social Services Worker 3 (Career Coach) (3935-12)
 
Highly Competitive Employee Benefits Package and Generous Paid Time Off
11 Paid Holidays, Immediately Begin Accruing Paid Vacation and accruing Sick Time, Earned Personal Days, and Paid Parental Leave.
Ohio Public Employee Retirement System which includes 14% Employer Contribution AND a defined benefit option.
Highly Competitive and Comprehensive Benefits Package: Medical, HRA, Dental, Vision, Employer-Paid Life Insurance, Long-Term
Disability, Tuition Reimbursement, Public Service Loan Forgiveness Eligibility, Commuter Stipend or Free On-Site Parking, Wellness
Incentives, robust Employee Assistance Program, access to Free Medical and Rx through Marathon Health, plus expansive Behavioral and
Mental Health Resources, and More!
 
DEADLINE TO APPLY:  Open Until Filled
 
WORK LOCATION:
Ohio Means Jobs
1916 Central Parkway
Cincinnati, OH 45202
 
WORK HOURS:  Full-Time - 40 hours weekly
(Potential for Hybrid Remote Work Schedule)
 
STARTING SALARY: $19.32 hourly
 
NOTE:
Applicants for positions with Hamilton County Job and Family Services are subject to background screening in accordance with the
document: "Offenses that May Disqualify Candidates for Employment." Convictions from this list may disqualify a candidate for
employment with HCJFS.
 
Applicants for Children’s Services positions cannot provide foster care for children in the custody of Hamilton County.
 
REQUIREMENTS (EDUCATION, EXPERIENCE, LICENSURE, CERTIFICATION):

Associate degree or the equivalent of an associate degree (at least ninety-four (94) quarter credit hours or the equivalent in
semester/trimester hours) with at least one three (3) hours course in each of the following:  interviewing, office/information technology,
basic mathematics, public relations, communications and nine (9) credit hours in English which must include basic grammar, writing
skills and composition
OR two (2) years’ experience in public contact work involving interviewing and collecting, organizing, analyzing, and interpreting
complex data; or equivalent
All candidates must be able to demonstrate strong oral and written communication skills and strong interpersonal relations skills.

 
 
JOB DUTIES (SUMMARY):

Responsible for managing designated caseloads, providing comprehensive assistance to move individuals towards self-sufficiency.
Meet with clients through office visits, home visits and/or work site visits at a minimum of once monthly to assess needs,
employability, and monitor progress towards short and long-term goals. Match individuals to appropriate work activities, collaborating
with program participants, families, case managers, employers, and service providers to address barriers to success, develop Individual
Opportunity Plans, and create Self-Sufficiency contracts.  May provide but is not limited to: crisis intervention, advocacy, and
mentoring; career coaching, tutoring, and credential training.; Other supportive services including transportation, child care, housing,
financial literacy and other service referrals.  Monitor and assess progress per agency policy, regulatory requirements and best
practices. Serve as an asset to clients by utilizing program resources, providing guidance, issuing referrals to community partners for
services, and assisting clients with barrier removal.  Amend case plans as necessary based on client needs and on-going progress.

 

Prepare reports, process work participation data, and enter information into data systems as required by policy. Appropriately utilize
agency computers, data systems, and software.   Maintain and process case records, data, and supportive material per policy; comply
with federal and state standards for documentation.  Cooperate with internal and external audits and Quality Assurance (QA) processes.

 

Interview applicants, recipients and program participants to determine eligibility and process case changes for public assistance
programs.  through office, home visits, and/or work site visits; Verify and process all documentation submitted to support requests for
assistance in accordance with program guidelines, approving or denying applications as applicable.  Explain to participants their rights
and responsibilities, required actions, and other available services available through completion of the Personal Responsibility
Agreement and Plan; process ongoing case updates for TANF recipients including address, household composition, employment, and
other changes that may affect eligibility.  Prepare for and attend state hearings as required per policy.
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https://www.hamiltoncountyohio.gov/government/departments/human_resources/employee_benefits
http://www.hamiltoncountyohio.gov/UserFiles/Servers/Server_3788196/File/Government/Departments/Human%20Resources/Policies%20&%20Procedures/CriminalOffensesDisqualJFS.pdf


 

Attend meetings, trainings, and conferences as assigned to maintain up to date knowledge on agency processes, policy, provider
services, resources, and current best practices associated with workforce development and case management.  Conduct trainings and
presentations, solicit program feedback, and represent the agency at various functions.   Perform general clerical support functions in
support of the Workforce Development Department: filing, sorting, and distributing mail, scheduling appointments, distributing
transportation assistance, and/or front desk operation.

 

Attends conferences and training.
Performs other related duties as assigned.

 
KNOWLEDGE, SKILLS AND ABILITIES: (*Indicates can be developed after employment)

Knowledge of: counseling, case management, interviewing, psychology and/or human behavior, sociology or social work; agency
and/or community counseling programs and services; workforce development*, federal and state regulations; agency institution
practices and procedures; public relations; employee training and development; business English including grammar, punctuation, and
spelling;
Skill In: decision making, organizing information and data, effective communication, customer service
Ability to: demonstrate a solid knowledge and understanding of CCMEP initiative; work flexible schedule; perform accurate and
timely data entry while demonstrating data integrity; use software applications (Word, Excel, PowerPoint); deliver internal case
management training as needed; attend all mandatory meetings and trainings; deal with large number of variables and determine
specific course of action; prepare accurate and concise reports; handle sensitive inquiries

 
POSITIONS SUPERVISED: 

None

 
BACKGROUND CHECKS REQUIRED:
Background checks consistent with requirements in OAC 5101:2-5-09 must be completed at employment and every ten years following,
including but not limited to the following systems:  

State Automated Child Welfare Information System (SACWIS)
State Child/Abuse Neglect Central Registry Check for any state in which the applicant resided within the last five years
Ohio Bureau of Criminal Identification Investigation (BCI)
FBI
National Sex Offender Public website (WWW.NSOPW.Gov) Code 5101:2-5-09 must be conducted for each prospective employee

 
If you are seeking more information about this position CLICK HERE.
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