
JOB DESCRIPTION 

TELLER COUNTY 
 

Job Title: Case Manager      Classification: Non Exempt 

 

Department: Social Services      Salary Range: 32 

 

Reports to: Senior Case Manager     Job Status: Full Time       

 

SUMMARY OF JOB RESPONSIBILITIES:  
 

 Under the supervision of the Lead Worker/Supervisor, determine initial and continuing eligibility for food 

stamps, all categories of public assistance and Medicaid.  Performs interactive interview with client and CBMS data 

system. 

 

FUNCTIONS/TASKS:  (All persons, with or without reasonable accommodation, who can perform the essential 

functions/tasks required on this job or position will receive full consideration toward it). 

 

 ESSENTIAL FUNCTIONS: 

(1)   Gather, assemble and review information supplied by applicants and recipients, regarding financial and non-

financial criteria relevant to the initial and continuing eligibility for food stamps, financial assistance, and/or 

medical assistance.  Verify certain information given by applicants by direct contact, collateral contacts, phone 

contact, and/or home visits. 

 

(2) Inform the applicant/recipient of the relevant requirements and benefits of programs for which they may have 

eligibility.  Clarify and interpret to the client his/her appeals rights and procedures in response to notices 

generated by the computer. Assist and guide the applicant in completing forms, securing the documents and 

other verifications needed in completing their application.  On an ongoing basis, inform recipients of changes on 

the amount of their grant.   

 

(3) Approve/deny applications.  Inform applicants within the appropriate time frame and in terms they can 

understand the approval or denial of their application.  

 

(4) Interface on a daily basis with a computer system requiring accurate and complete data entry.  Interpret and 

evaluate computer-generated data to determine its application to individual case processing as in approvals, 

changes, denials, and discontinuations. 

 

(5) Provide information and assess need for referral to services staff.  Make referrals to other community agencies 

for available services or assistance such as housing and clothing.   

 

(6) Determine the need for recovery of funds or referral for fraud investigation.  Complete informational reports to 

the proper investigative resource in cases of suspected fraud.  Verify the pertinent statements given the agency 

by phone contacts, written requests, and/or direct contact with collateral resources.  

 

  OTHER FUNCTIONS/TASKS: 

 (7) Perform similar duties as assigned. 

 

 MINIMUM REQUIREMENTS:    (The following requirements are necessary to reasonably ensure the County that 

the individual selected for this position will be able to perform the essential functions/ tasks of the position). 

 

(1) Skills/Knowledge:  

Ability to quickly learn new processes and software. 

Ability to learn and apply complex government rules, regulations and policies. 

Ability to understand family dynamics and group process, and apply to individual cases. 

    

 



   Case Manager (continued): 
 

   Ability to counsel clients and prioritize, problem solve, seek alternate solutions and resolve situations. 

      Ability to manage casework, data entry, files and correspondence concurrently. 

          Ability to manage multiple programs concurrently and in a timely fashion.  

   Ability to work under direct supervision and as part of a team. 

   Working knowledge of personal computers.    

   Ability to write clear and concise reports. 

   Ability to use software systems for data entry and agency correspondence.    

 

(2) Experience/Education:  High school diploma or G.E.D. plus three (3) years experience directly working with the 

public or any similar combination of education and experience.  Familiarity with CBMS systems preferred. 

 

(3) Visual Acuity/Hearing/Speaking: Ability to communicate verbally and in writing; ability to interpret characters 

on a computer screen.  

 

(4) Physical Effort/Dexterity: Ability to perform light physical work; ability to walk, bend, stoop, to repeatedly get 

up and down during the workday, and to work at a computer for several hours at a time. 

 

(5) Environmental Factors: Work is usually performed in an office setting. 

 

(6) Work Schedule/Characteristics: Forty (40) hours per week. 

 

(7) Special Requirements: Possession of a valid Colorado driver's license.  Ability to pass background check and 

drug screen.                    
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