	Notre Dame Education Center Job Description

	

	Job Title:
	High School Diploma Program Case Manager

	Reports to:
	High School Diploma Case Manager

	Time:
	35 hours/52 weeks (some evening hours)

	

	Summary:

	The high school diploma program at Notre Dame Education Center provides youth who have completed their sophomore year in high school and wish to obtain a high school diploma not a GED, an opportunity to continue their studies.  The high school diploma case manager is responsible to monitor and facilitate the auxiliary services that a student may need to attain his/her goals.

	

	Responsibilities include, but not limited to:

	· To provide case management and supportive tracking services to youth 16-21 yrs of age
· To meet individually with WIA students to assess overall strengths and needs, set goals and insure progress in problem-solving barriers to success.

· To develop and maintain vital working relationships with human service providers.

· To provide advocacy on students behalf with relevant community, civic agencies and organizations.

· To assist in developing updated information about available resources.

· To provide data entry and maintain agency files in MOSES system. 

· To interview and enroll perspective students for entry into program. 
· To assist in preparing reports, documentation records pertinent to the high school diploma program.

· To determine eligibility and collect documentation for WIA eligible students.

· To teach one class per semester in appropriate field  

· Other duties as assigned by the High School Diploma Coordinator

	

	Qualifications

	· Minimum of Bachelor’s degree in appropriate field

· Strong interpersonal and organizational skills

· Demonstrated work in related client advocacy fields

· Ability to work effectively as a member of a team

· Appreciation and ability to do well in a multicultural community based program

· Experience working with urban youth and an appreciation of the challenges they face.



	


