
 
  

  MANAGER IV, ADVANCED SOCIAL SERVICES CASE MANAGEMENT  

  

  FLSA Status: Non-Exempt  

GENERAL DEFINITION AND CONDITIONS OF WORK:  

Performs intermediate professional work in the support and assistance of agency clients with personal, social, health and 

economic needs; does related work as required.  Work is performed under regular supervision.   

 

The position of Manager IV balances or bridges the roles of supervisor and worker. A Manager IV must fulfill the critical 

functions of a Case Manager III while also performing the functions/duties of a Manager IV. The following expectations 

are presented in an effort to minimize stress when it comes to supervising colleagues in the absence of and alongside the 

supervisor.  The Manager IV serves as a member of leadership for the agency.  The highest level of professional conduct 

is required to include support of the mission, visions, goals and directives given by the Director to the staff.    

 

This is light work requiring the exertion of up to 20 pounds of force occasionally, up to 10 pounds of force frequently, 

and a negligible amount of force constantly to move objects; work requires balancing, stooping, kneeling, crouching, 

reaching, standing, walking, pushing, pulling, lifting, fingering, grasping, and repetitive motions; vocal communication is 

required for expressing or exchanging ideas by means of the spoken word; hearing is required to perceive information at 

normal spoken word levels; visual acuity is required for color perception, peripheral vision, preparing and analyzing 

written or computer data, operation of machines, operation of motor vehicles or equipment, determining the accuracy and 

thoroughness of work, and observing general surroundings and activities; the worker is subject to inside and outside 

environmental conditions, noise, and atmospheric conditions.   

  

ESSENTIAL FUNCTIONS/TYPICAL TASKS:  

Functioning as lead worker for subordinate staff; providing supervision in the absence of the supervisor; assessing 
client needs; counseling and assisting clients; determining available programs and services; preparing and 
maintaining files and records; preparing reports.  
(The following tasks are intended only as illustrations of the various types of work performed. The omission of specific duties does not exclude them 

from the position if the work is similar, related, or a logical assignment to the position.)  

Provides direct intervention and service delivery for difficult, high profile, sensitive, complex social work cases, and 

coordinated casework;  

Works with and counsels clients; prepares assessment studies in the formulation and delivery of service plans;  

Determines eligibility of clients for services; calculates fees;  

Ensures that in providing services, all expenditures are within the budget; 

Assists with training and onboarding of Case Managers 

When needed, provide direct supervision to staff; 

Provide coaching, mentoring and training to current staff; 

Perform case consultations with staff, director, community partners; 

Address questions and directly assist in  preparation for appeals, court, and case audits 

Conducts home studies to ensure client safety;  

Serves as educational liaison in local school system;  

Serves as backup as the on call Case Worker Supervisor, as needed after hours and on weekends   

Monitor workers working after hours for safety if designated by supervisor as on-call back up; 

Serves on committees and work groups as requested; 

Supervises visits between biological parent and foster child;  

Processes vendor invoices for payment;  

Maintains records through the course of clients’ service relationships with the agency;  

Transports clients to visitation, counseling, parenting, intake appointments, medical and dental appointments and court 

appearances;  

Makes referrals for service to ancillary agencies, such as clinics, employment services, vocational rehabilitation services, 

etc.;  

Attend trainings as assigned by the Supervisor or Director;  

Assist the team by developing and maintaining SOPs to maximize team efficiency 

Assist workers in maintaining current caseloads while having lead responsibility of management of vacant caseloads;  

Responds to child and adult protective services complaints; determines immediate danger and service needs; provides 

protection and care; counsels clients; completes benefit application; develops and implements service plans; may be 

required to work after normal working hours in on-call or emergency situations; Conducts mandated child protective 

services investigations and family assessments;  
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Initiates and follows through with court proceedings, procedures, forms, ERO, PPO, foster care mandated guidelines and 

supervised and unsupervised visits;  

Conducts home visits and deals with emergency intervention cases/referrals;  

Performs intake services on child and adult protective services complaints and emergency needs; 

Investigates complaints on abuse or neglect of adults; documents findings; prepares report;  

Conducts court-ordered assessments and makes written evaluations for disputed custody of children;  

Interprets agency programs to other agencies, community groups and associations;  

Maintains case records and other files; prepares reports; assists with the Emergency Services program;  

Provide assistance with screening applications and serve on interview panels for full and part-time positions; 

Maintain a positive work environment by modeling positive behavior and effective communication; 

Promote and demonstrate appropriate respect for cultural diversity and competency among coworkers and all work-

related contacts; 

Participate in Family Partnership Meetings as the Supervisor, as needed; 

Provide Supervisory coverage of the team in the absence of the supervisor may include but not limited to: 

o Provide oversight of the day to day team functioning and ensure coverage 

o Approval of emergency leave and overtime requests in the absence of the Supervisor. 

o Response to citizen inquires and concerns; de-escalate and provide assistance to escalated customers 

o Manage crisis and make informed decisions in the absence of the Supervisor. 

o Signing purchase orders, encumbrances, reports, etc… in the absence of the Supervisor. 

o Assignment of new cases 

o Review cases for accuracy to ensure policy is correctly applied; return cases needing corrections; 

authorize appropriate case actions  

Participates in emergency response operations as required in a declared emergency by County officials; completes required 

NIMS training as a condition of employment;  

Take on leadership responsibilities in emergency response operations, including shelter duty; 

Must have a valid Virginia Driver’s License; 

Performs related tasks as required.  

  

KNOWLEDGE, SKILLS AND ABILITIES:  

Thorough knowledge of social, economic and health problems; thorough knowledge of social institutions and the methods 

of the helping process; thorough knowledge of child abuse, foster care, adoption, day care, adult and family services and 

neglect programs, policies and procedures; thorough knowledge of intervention and treatment techniques; general 

knowledge of individual and group behavior; ability to identify social problems and needs to assess the ability of 

individuals and families to utilize services in problem-solving; some knowledge of safety measures for protection of self 

in hostile situations; ability to plan and organize work and to understand and interpret laws, policies and regulations; 

ability to communicate and establish effective working relationships with clients, associates, other professional and 

technical staff, social agencies and the general public; ability to prepare reports and maintain records.  

  

EDUCATION AND EXPERIENCE:  

Any combination of education and experience equivalent to graduation from an accredited college or university with major 

course work in social work, human services or related field and considerable local agency social work experience.  

  

SPECIAL REQUIREMENTS:  

Possession of all requirements for position as specified by the Virginia Department of Social Services.  Work may be 

required at times, outside of normal business hours to accommodate the needs of the client.  


