
 

 

                                                                   Fam ily Elder car e 
                                                Ser vice Coor din at or   

                                            Job Descr ipt ion  

Program:  Housing & Community Services Reports to:  Service Coordinat ion  Manager  

Job Locat ion:  Lakeside Apartments Posit ion  Status:   Full- t ime   Part - t ime   
PRN 

FLSA Classificat ion  :   Exempt    Non- exempt  Salary Range: $25.52- 26.25/ hour  

 
Responsible  for  the service management  funct ion  for  older  adult  residents, adult s with  disabilit ies, and 
families within  assigned facilit ies.  Essent ial dut ies include informat ion  and referral, benefit s 
enrollment , housing stability services (assist  with  financial resources, in  home supports, basic needs), 
link with  outside  service agencies, short  t erm case  management , cr isis in tervent ion , educate  
residents/ families about  services, advocate  for  residents and families.   
 
Essen t ial Respon sibilit ies: 

• Conduct  comprehensive assessments of resident ’s needs and develop a service coordinat ion  
plan  as needed.  Provides limited case management  when such service is not  being provided by 
the general service community. 

• Assist  and advise residents and family members of the services which  may be necessary to 
maintain  a self- reliant  lifestyle  or  support  resident  in  the  residence. 

• Monitor  the delivery of services to residents to ensure they are appropr iate , t imely, and 
sat isfactory (may also manage services when  appropriate). 

• Educate residents on  community resources, service availability, applicat ion  procedures, 
resident ’s r ights, e tc., both individually and in  a group. 

• Advocate and may negot iate  on  behalf of residents for  adequate, t imely and cost - effect ive 
provision  of services. 

• Provide mediat ion  services of resident ’s disputes as appropr iate . 
• Provide short - term, in tensive case management  to residents who are  at  h igh r isk of moving out  

of the property. 
• Meet  with  service providers as needed and as appropriate . 
• Assist  management  in  ident ifying residents in  need of assistance if appropriate . 
• Promote community involvement  of residents. 
• Comply with  HIPAA confident iality and privacy guidelines. 
• Maintain  accurate files and program data. 
• Generate report s as requested. 
• Gather  data and program evaluat ion  act ivit ies as assigned. 
• Perform other  dut ies as assigned. 

 
Com pet en cies: 

• Knowledge of aging process and professional pract ices in  aging and disability services. 
• Familiar ity with  health  and human services systems including eligibility process. 
• Ability to work independent ly and as a team member, organize work efficient ly, and pr ior it ize 

response to changing needs of the program, residents, and volunteers with  supervision . 
• Ability to problem- solve and advocate effect ively. 
• Ability to work a flexible schedule . 



• Ability to ar t iculate  clear ly in  both  verbal and writ ten  communicat ions; ability to speak to 
groups of all sizes. 

• Ability to effect ively or ient  and t rain  volunteers. 
• Proficiency with  Microsoft  Office Software  applicat ions (with  emphasis on  Word and 

Out look). 
• Ability to develop product ive  relat ionships with  clients, families, other  professionals, coworkers, 

and volunteers. 
• Ability to in teract  in  a posit ive  manner  in  person and on 

phone. 
• Ability to make const ruct ive use of professional supervision . 

 
Educat ion  an d Exper ien ce: 

• Bachelor 's degree  in  human services or  related field. 
• Two years’ experience working with  older  adult s. 
• Demonst rated knowledge of community resources and services. 
• Ability to work independent ly, effect ively respond to changing prior it ies, and complete 

assignments. 
• Basic skills in  Microsoft  Office applicat ions, including Out look and Word. 
• Must  have reliable t ransportat ion  and valid Texas Driver 's License. 

 
Licen ses  an d/ or  Cer t ificat ion s: 

• None 
 

 
Wor k En vir on m en t : 

• Work is pr imary conducted in  person at  assigned property and occasionally off property. 
• Ability to visit  residen ts in  their  apartments and perform physical t asks related to service 

coordinat ion  act ivit ies for  resident s. 
• Ability to in teract ion  with  residents, volunteers, staff, family, and outside  professionals in  

person. 
• Ability to spend a sign ificant  amount  of t ime on the phone and computer . 
• Ability to perform the essent ial job funct ions consistent ly safely and successfully with  the ADA, 

FMLA and other  federal, state  and local st andards, including meet ing qualitat ive  and/ or  
quant it at ive  product ivity standards. 

• Ability to maintain  regular , punctual at tendance consisten t  with  the ADA, FMLA and other  federal, 
state , and local st andards. 

• Must  be able to lift  and carry up to 10  lbs. 
 

Ackn owledgem en t  an d Review: 
By sign ing this job descript ion , I acknowledge that  I meet  the qualificat ions, and am able to perform all 
job funct ions, dut ies, and responsibilit ies  with  or   without  reasonable accommodat ions.  I fur ther  
understand that  I am responsible for  prompt ly and effect ively communicat ing in  writ ing to the 
Company any need for  accommodat ion .  I acknowledge that  I have read, understand, and may receive a 
copy of this Job Descr ipt ion .  I fur ther  understand that  Family Eldercare  reserves the r ight  to modify 
any Company policies, procedures, and processes based on organizat ional needs.  

 

Pr in t  Em ployee Nam e: 

Em ployee Sign at u r e: Dat e: 
 


