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Job Descrip�on – Social Worker / Case Manager 

Department: Human Services Reports to: Social Work Manager FLSA: Non-Exempt Wage Grade: I or H 

Reviewed and Approved by Department Commitee:  

Reviewed and Approved by Administra�ve Commitee:  

Purpose of the Posi�on 

To provide professional social work and case management services to children, youth, adults, and families served by the 
Department of Human Services through assessment, service planning, care coordina�on, monitoring, crisis interven�on, 
and collabora�on with community partners. Work is performed in accordance with applicable Wisconsin Statutes, 
Administra�ve Code, county policy, and professional standards. Employees in this classifica�on may be assigned work in 
one or more program areas and are expected to perform the du�es contained in the core job descrip�on, together with any 
program-specific addendum assigned to the posi�on. Refer to “Children’s Long-Term Support (CLTS) Addendum”, 
“Comprehensive Community Services (CCS) Addendum”, “Coordinated Services Team (CST) Addendum”, “Children’s 
Protec�ve Services and Youth Jus�ce Addendum”, “Behavioral Health and Crisis Services Addendum”, and “School-Based 
Services Social Worker Addendum”. 

Du�es and Responsibili�es 

This list of du�es is not to be construed as all-inclusive and may be modified as need requires. Special duty assignments will 
occur. 

• Accept requests and referrals for agency services and determine the appropriate program, level of response, and 
next steps based on presen�ng needs, available informa�on, and applicable program requirements. 

• Conduct comprehensive, strength-based assessments through interviews, home visits, collateral contacts, record 
review, and consulta�on with providers, schools, law enforcement, courts, and other involved par�es, as 
appropriate. 

• Iden�fy needs, risks, strengths, and service barriers; develop, implement, and update service plans in collabora�on 
with the client, family, caregiver, and other supports. 

• Coordinate and monitor services to ensure services are authorized when required, delivered in a �mely manner, 
responsive to iden�fied needs, and consistent with program goals, safety requirements, and available resources. 

• Explain the scope of services, client rights and responsibili�es, confiden�ality expecta�ons, mandatory repor�ng 
obliga�ons, and the consequences of non-compliance with service plans or court orders when applicable. 

• Maintain complete, accurate, and �mely case records, assessments, plans, progress notes, correspondence, data 
entry, billing documenta�on, and reports in accordance with statute, administra�ve code, program standards, 
county policy, and professional prac�ce expecta�ons. 

• Prepare reports, summaries, court-related documenta�on, referrals, and other writen materials as necessary and 
appropriate; tes�fy in court or at hearings when required. 

• Provide or coordinate crisis response, safety planning, and follow-up services within the scope of assigned 
programs, training, and authority. 

• Collaborate with families, providers, schools, medical personnel, law enforcement, Corpora�on Counsel, the 
District Atorney, courts, and community partners to support safety, stability, permanency, recovery, and well-
being. 
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• Par�cipate in supervision, staffings, team mee�ngs, commitees, trainings, and professional development 
ac�vi�es; maintain working knowledge of program laws, policies, standards, and best prac�ces. 

• Adhere to approved social work principles, methods, and prac�ces, including the NASW Code of Ethics, and 
maintain confiden�ality in dealing with all per�nent informa�on. 

• Perform other du�es as assigned or required. Under the direc�on of the supervisor, this posi�on may at �mes be 
required to work over�me hours or shi�s. 

On-Call and Access Responsibili�es 

• The Pepin County Department of Human Services is commited to providing �mely support for emergencies and 
urgent service needs through our on-call and ACCESS systems, 

• available 24 hours a day, 365 days a year. Our ACCESS program operates during regular business hours, while our 
On-Call service is ready to assist outside of these hours. 

• Par�cipa�on in on-call and/or ACCESS rota�on is based on assignment, training, departmental need, and 
supervisory direc�on. Not all employees in this classifica�on are required to par�cipate in the on-call or ACCESS 
pool. 

• When assigned, on-call and ACCESS du�es may include screening referrals, responding to emergencies, comple�ng 
safety or crisis assessments, coordina�ng emergency services, consul�ng with law enforcement or other 
responders, and documen�ng ac�ons taken in compliance with applicable statutes, administra�ve code, and 
county policy. 

Non-Essen�al Func�ons 

• Atend local and regional mee�ngs as instructed. 
• Atend professional development trainings and conferences. 
• Par�cipate on commitees and workgroups as requested. 

Qualifica�ons 

Educa�onal, Experience, Licenses/Cer�fica�ons 

• Bachelor's degree in Social Work or closely related human services field; addi�onal educa�on, cer�fica�on, or 
licensure may be required depending on assignment and wage scale placement. 

• Knowledge of social work theory and methods, family systems, human development and behavior, trauma, crisis 
interven�on, and community-based service delivery. 

• Knowledge of and ability to interpret and administer applicable federal, state, and county laws, rules, regula�ons, 
standards, and policies governing direct services programs. 

• Valid driver's license and/or available means of transporta�on required; appointment is condi�onal upon 
successful comple�on of required background checks. 

• Maintain personal auto insurance that fully meets the coverage limits mandated by Pepin County. 
• Social Work cer�fica�on is preferred but not required.  
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Skills and Abili�es 

• Ability to establish and maintain effec�ve working rela�onships with clients, families, providers, supervisors, peers, 
and the public. 

• Ability to communicate clearly and effec�vely, both orally and in wri�ng, and to prepare accurate documenta�on 
suitable for administra�ve, billing, and court purposes. 

• Ability to apply cri�cal thinking, professional judgment, de-escala�on skills, and sound decision-making in rou�ne 
and urgent situa�ons. 

• Ability to navigate and operate a computer and use mul�ple so�ware systems, phone, copier, scanner, and other 
office technology. 

Physical and Environmental Factors 

• Ability to work under condi�ons which require exposure to environmental factors such as irate individuals, 
in�mida�on, odors, pets, traffic hazards, and disease. This exposure may cause some discomfort and presents risk 
of injury. 

• Ability to operate and maneuver machinery requiring simple but con�nuous adjustments such as motor vehicle, 
computer, copier/fax machines. 

• Ability to coordinate eyes, hands, feet, and limbs in performing movements requiring moderate skill, such as 
typing. 

• Ability to exert light physical effort in sedentary to light work, but which may involve some li�ing, carrying, 
pushing, and pulling. 

• Ability to recognize and iden�fy degrees of similari�es or differences between characteris�cs of colors, shapes, 
sounds, and odors associated with job-related objects, materials, and tasks. 
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