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Position Description & Expectations Staples, MN 56475
Position Title: Collaborative Service Worker
Immediate Supervisor's Position Title:  Collaborative Service Worker Supervisor
FLSA Status: Exempt
Pay Band: NA
Job Summary: This position provides early intervention/prevention

services to children and families residing in Crow
Wing County and acts as a liaison between human
service providers and families.

A. Essential Duties and Responsibilities
a. ldentify children in need of service and provide service designed to prevent
and alleviate learning, social, and emotional difficulties in children prior to
social service or special education referral.
i. Meet with appropriate parties to assist in identification of children in need
of service.
ii. Maintain working knowledge of community resources and agencies.
iii. Meet with families to assess their needs, informing families of available
services, programs, and policies for them and/or their children.
iv. Facilitate appropriate referrals based on a service plan developed with the
input of the family.
v. Assist children and their families in accessing resources and services.
vi. Maintain a flexible schedule in order to meet with families at their
convenience.

vii. Partner with families, schools and the community in improving and
enhancing interagency and family relationships.

viii. Provide a variety of skills counseling to children and families to further
develop their strengths in effective communication, problem solving,
decision making, discipline, maintaining healthy relationships, etc.

iX. Partner with other service workers as needed and as appropriate.
b. Collaborate with interagency teams.
i. Assist in identifying gaps in services for families in Crow Wing County.




ii. Assist in early identification and assessment services to at-risk children
and families.
iii. Meet regularly with service providers and families to coordinate activities
and interventions.
iv. Assure that services are streamlined and not duplicative.
c. Manage day to day responsibilities.
I. Maintain contact with families, schools, social services, and other stake
holders as needed.
ii. Make return phone calls.
iii. Keep statistical data to assess program effectiveness.
iv. Maintain personal time log.
v. Attend scheduled meetings with the service team and/or supervisor.
vi. Maintain records of all contacts with children and families.
vii. Write reports as assigned to track family and program progress.
viii. Maintain appropriate documentation of forms, files, and other necessary
paperwork.
ix. Participate in the local collaborative time study (LCTS).
X. Pursue and attend appropriate training opportunities.
d. Other duties as assigned

B. Work Requirements and Characteristics
a. Directly supervises the following Positions:
i. None
b. Indirectly supervises
ii. None
c. Work is performed under normal office conditions and there are minimal
environmental risks or disagreeable conditions associated with work. Work
involves continuous contacts and interactions with students and their
families, the public, staff, elected officials, outside agencies, citizen groups,
the media and others. Physical requirements:

i. Stand occasionally

ii. Walk occasionally

iii. Sit continuously
iv. Reach with arms and hands rarely
v. Climb or balance rarely
vi. Stop/kneel/crouch or crawl rarely

vii. Talk or hear continuously
viii. Taste or smell rarely

iX. Liftand carry up to 10 - 50 pounds occasionally
d. Travel using personal vehicle — must have valid MN Driver’s License

C. Core Competencies
a. Experience within an office setting
b. Proficient in the use of Microsoft Office — Outlook, Word, Excel
c. Strong organizational and analytical skills




. Strong communication skills both written and oral

Ability to assume responsibility, be well organized

Demonstrate good judgment and be a team player

. Excellent interpersonal and counseling skills

. Working knowledge of family dynamics in both functional and dysfunctional
situations

I. Ability to establish effective working relationships with human service providers

j. Ability to establish effective working relationships with families in crisis
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D. Required Qualifications
a. High School Diploma
b. BA in Human Service related field and appropriate licensure, or
c. Seven (7) years demonstrated experience working with children and families

E. Preferred Qualifications
a. BA in Human Service related field, and
b. Three years experience working with children and families

| acknowledge receipt and understanding of this Position Description & Expectations.

Signed this ___ day of , 2011

(employees name)

Approved by Board of Directors: June 21, 2011



