A Multnomah

aleaimm. COUuNty

College to County Mentorship Program

Intern Job Title: Case Management Assistant

Department/Division: DCHS/ADVSD

Site: Five Oak Building (209 SW 4™ Ave, Suite 510, Portland, OR, 97204)
Salary: $18.78/hour, 40 hours/week

Will Intern drive? Yes

Program Summary:

The Multnomah County Public Guardian and Conservator supports older adults and
people with disabilities under court authority. The program protects and enhances the
quality of life for legally incapacitated and impoverished adults who are victims of abuse,
neglect and financial exploitation by improving their safety and well-being

Specific Duties or Major Tasks:

Support Public Guardian case manager activities by interviewing clients for
values history, carrying out delegated tasks to support program clients

Provide friendly visits to clients and deliver supplies and/or personal property
Escorting and assisting clients in light, community-related activities such as
shopping, transitioning to new living environments

Support program staff through internet research, deploy and leverage
contemporary online business applications, Google, Apple, Adobe products
Database support including data entry, file management, records management
Other special projects as needed

Qualifications (knowledge, skills abilities needed for the job):
Required

Useful

Familiarity with MS Windows, MS Word, MS Excel, PC environment
Familiarity with Google Products

Ability to effect data entry and management

Effective writing and communication skills

Time management and independent work

Ability to work with a multi-disciplined team

Respect for and ability to work with diverse individuals

Ability to self-manage and perform directed tasks with independence

Familiarity with Adobe Products
Familiarity with professional office environment



e |Interest in a career in health care or social work
e Ability to work with individuals who have diminished mental and functional
capacity

Conditions of the Job:

This position will spend time in the office as well as out in the community carrying out
tasks for program clients in a variety of long-term care settings where clients reside. The
program’s case manager as well as Deputy Public Guardians will supervise delegated
work tasks and the candidate will work closely with these parties in carrying out
assignments. There is also flexibility within the position to provide office support and
engage in projects and special assignments based on experience and overall goals of
the candidate.

Qualifications:
e Ability to use personal computer (MS Word, Excel, Database), working
knowledge of email
e Strong organizational and communication skills and ability to multitask and work
in a fast paced, time sensitive environment
e Driver’s license preferred
e Dependable and reliable

Training and Support Provided: Program Manager will provide orientation to program
and services; Case Manager will provide progressive training for task to task duties,
Deputy Public Guardians will provide guidance for individual clients, Support Staff will
provide training for any related in-office tasks

Veterans’ Preference: Under Oregon Law, qualifying veterans may apply for veterans’
preference for this recruitment. Review our veterans’ preference website for details
about eligibility and how to apply.

For veterans qualified for Veterans’ Preference: If you believe you have skills that would
transfer well to this position and/or special qualifications that relate to this position,
please list those skills and/or qualifications in the box below. Clearly explain how those
skills and/or qualifications apply.

Application Instructions:

Please fill out and submit an application for this position through the form also located at
this website: https://multco.us/diversity-equity/college-county-mentorship-program

The deadline for submitting online application is March 31, 2019.



http://multco.us/jobs/veterans-preference-information-and-instructions
https://multco.us/diversity-equity/college-county-mentorship-program

