
    Job Description – Case Manager 

Background 

Founded in 1988, Bridge Communities (Bridge) is DuPage County’s largest provider of transitional 

housing and supportive services for homeless families. At present, Bridge owns and operates 24 

apartment buildings in 7 DuPage villages, with 154 total apartments. Bridge’s headquarter office is in 

downtown Glen Ellyn. Bridge serves about 120 homeless families annually, with Program staff providing 

intake and referral, case management, employment coaching, children’s services, nutrition counseling, 

donated vehicles, mental health payments, and more in a two-generation model working to break the 

cycle of poverty.  

 

Bridge has a unique business model with faith-based and community-based organizations providing 

both financial support and volunteer mentors for families. Bridge has recently had two Fortune 50 

companies as program partners, providing the financial support and mentors for families. Bridge has a 

history of collaborations with employers, public schools, medical and behavioral health, legal services, 

local and county government, and recreational service partners to provide holistic scope of support to 

families with warm reception. A strong fundraising and resource development team that has created 

diversity of funding streams and high donor retention. In FY20, Bridge had $4.6 million operating 

budget, $13 million in net assets, with $2.5 million endowment and 28 FTE staff. 

 

Job Summary 

The Case Manager (CM) is responsible for the coordination of services, whether provided internally or 

externally, to a caseload of 18-25 client families in the Transitional Housing Program.   The role is 

essentially one of a facilitator and a motivator.  

• The CM is responsible and accountable for client families being connected with all the resources 

available, so that they can reach both their personal goals and specific programmatic goals.  

• Since mentor teams are the first line of direct service to each family, another key role of the 

case manager is the direct support of, and frequent communication with, the mentor teams.  

• The CM manages the entire spectrum of the client family experience, starting with the initial 

interviews with the potential client, and ending with the client’s exit to other housing at the end 

of Bridge program.   

• The CM is the sole gateway to other Bridge services (notably employment, children, and 

nutrition services), and to external providers of services. 

• The CM interfaces with all other Bridge Communities staff, including operations, program, 

intake, and development.  

Responsibilities 



A. Intake and Start-up of Services 

• Interview applicants forwarded from the Intake screening process. 

• Coordinate applicant interviews with Program Partners and Mentors. 

• Review Program Contract in detail with client and execute. 

o Set the Initial 90 day goals. 

o Participate in meetings monthly during first quarter of program. 

• Review the Housing Contract in detail with the client and execute. 

• Complete Tenant Income Certification documentation. 

• Coordinate the move-in process to the client’s apartment. 

o Work with Program Partner to secure furnishings.  

o Work with other service providers to provide kitchen equipment and other 

products for the household. 

• Acquaint client with all local services such as libraries, food pantries, and recreation. 

• Create paper based client file.  

• Create the client file in the data management system (Birdseye/Salesforce). 

o Forward client information to appropriate Bridge staff. 

 

 

B. Initial Assessment of Client Family and Referral of Services 

• Assess the needs of client family and ascertain if they are receiving all public benefits 

they are entitled to such as Medicaid, Child Care Assistance, SNAP, etc. 

o  Assist client in applying for such benefits, if necessary. 

• Coordinate with intake clinician, to see if client should be referred for mental health 

assessment or counseling.   

o Refer as appropriate. 

• Assess client’s employment situation. 

o Referral to Bridge Employment Team as appropriate. 

• Complete and input initial ratings of client against client metrics in HMIS.   
 

C. Ongoing Responsibilities Throughout the Program 

• Program and Housing Contract Renewal and Enforcement of Provisions 

o  Issuance of warnings if warranted. 

• Continued referral of internal and external services, as circumstances present and/or as 

new goals are set. 

• Crisis management and intervention where necessary. 

• Work jointly with client and mentor team to establish 90-day goals appropriate to 

client’s status, focusing on progression directly related to client metrics. 

• Respond to all requests for assistance from mentors and program partners. 

• Periodic apartment inspection for cleanliness, organization, and safety. 

• Where appropriate, request and provide services such as emergency car repairs, gas 

cards, tuition assistance, childcare, etc. 



• Keep client informed of Bridge sponsored events such as holiday parties, workshops, 

kids’ activities, and social/dinner events at LRCs. 

• Attend periodic meetings with Program Partners and their mentor teams. 

• Regularly update client files in data management system and secure hard copy 

documentation for client files. 

• Upon exit, complete required data entry and close paper-based files. 
 

D. General and Case Management Team Responsibilities 

• Actively participate in case management team discussions on new client prospects. 

• Seek out and share “practice wisdom” and information about external service providers 

with peers on the case management team and staff. 

• Stay current on client data entry and meet any deadline requests from Bridge HMIS 

Administrator or in compliance with funders’ requests. 

• Assist the development team as requested in special event support, stewardship, 

sharing of potential donor information, and grant reporting. 

 

 E.    Case Manager Qualifications 

Education and Experience  
 

• The candidate must have attained, at minimum, a Bachelor’s degree from an accredited school. 

• Graduate studies in social work is preferred but not a requirement. 

• Bilingual communication (English/Spanish) is desirable but not a requirement. 

• A minimum of 5 years’ experience in related employment is preferred. 
 
Skills and Knowledge  
 

• The candidate must be self-motivated, detail-oriented, and highly organized.  

• They must be able to maintain a detailed calendar of planned case management activities with 
families and their mentor teams and be an effective communicator. 

• They must have a high level of computer literacy, including an expertise with all Microsoft software 
programs, and be able to become proficient in utilizing Salesforce software. 

 

Key Competencies:  

Thought:  

• Client focus  

• Decision Making 

• Innovation & creativity 

Results: 

• Resourcefulness  



• Directs work  

• Drives results  

• Data Informed  

People:  

• Builds collaborative relationships  

• Develops talent  

• Communicates effectively  

Self:  

• Resilience 

• Growth-oriented 

Additional information 

• The Case Manager is a salaried full-time position.  

• The candidate must have understanding of Bridge Communities’ mission, values, and programs.  

• They must be willing occasionally to work outside of what would be regular business day/week.  

• The candidate must be able to work both remotely and in a shared office environment.  

• They should have a desire to lead as well as be continuous learner.  

• They must be physically capable of climbing stairs and lifting up to 30 pounds.  

• They must provide proof of valid driver’s license and car insurance.  

• They must be able to provide for their own transportation to and from meetings and appointments. 
 
Compensation Package 

• Highly competitive salary range, with salary determined based on strength of fit and scope and 
depth of relevant experience. 

• Salaries are reviewed every year in connection with performance evaluation processes. 

• 403-b plan with history of generous employer matches of employee contribution. 

• Range of health plan choices with employer covering high percentage of premiums. 

• Group life and LTD plans – no cost to employee 
 

To apply: 

• Browse our website www.bridgecommunities.org to learn more about Bridge Communities. 

• Compose a cover letter – one-page maximum – to clearly explain the case for your candidacy.  
Please tell us in the letter how you learned of the opening. 

• Email cover letter and resume to resumes@bridgecommunities.org 

• Please do NOT supply references at this time. 

• Candidates whose backgrounds are a strong fit with our requirements can expect contact within 
five business days of application.   No follow up phone calls or emails please. 

• Our goal is to have the hiring process complete in early September, and a start of employment 
by October 1st. 

 

http://www.bridgecommunities.org/
mailto:resumes@bridgecommunities.org


Bridge Communities is committed to providing an inclusive and welcoming environment for all members 

of our staff, client families, volunteers, and vendors.  Bridge Communities does not and shall not 

discriminate on the basis of race, color, religion (creed), gender, gender expression, age, national origin, 

disability, marital status, sexual orientation, or military status, in any of its activities or operations.  

These activities include, but are not limited to, hiring and firing of staff, selection of volunteers and 

vendors, and provision of services.   

Bridge Communities will take affirmative action measures to ensure against discrimination in 

employment, recruitment, advertisements for employment, compensation, termination, upgrading, 

promotions, and other conditions of employment against any employee or applicant on the bases of the 

above mentioned protections.   

Reasonable accommodation will be provided as needed to enable qualified applicants with a disability to 

participate in the pre-employment process.  

Job Type: Full-time 

Pay: Up to $55,000.00 per year 

 

 

 


