
Guardianship Specialist  

     Job Descr iption  

Program: Guardianship Repor ts to: Unit  Super visor  

Job Loca tion : Ruther ford Office Posit ion  Sta tus:  Full- t ime Par t- time 

FLSA Classifica t ion : N o n - Exempt Start ing Pay: $22.05 

The Guar dianship Specia list  is r esponsible for  developing, assessing, facilita t ing and 
monitor ing a ll componen ts of assigned caseloads, 25- 40 incapacita ted adults. Decision  Making 
and Advocacy a r e pr imary ser vices.  

Essen tia l Responsibilit ies: 
• Complete in take paperwor k on  eligible clien ts, including assessment with medica l and

cogn it ive impr essions with assessmen t of indica tor s of abuse, neglect  and exploita t ion .
•In it ia te, establish, and main ta in  clien t  char ts and electr on ic r ecords.
•Make appr opr ia te r efer r a ls for  ser vices needed to suppor t  clien t .
•Conduct  mon thly clien t  mon itor ing visits for  assigned caseload (in  home, day habilita t ion ,
or  medica l set t ings).
•Cont inuously assess and monitor  clien t  living envir onment  for  safety and optimum qua lity
of life.
•Comply with HIPAA confiden tia lity and pr ivacy guidelines.
•Collabora te with Esta tes Team to establish budgets, bank accoun ts, and other  ser vices
r equir ed to manage finances and pr ovide for  basic needs.
•Par t icipa te in  on- ca ll r ota t ion .
•Super vise volun teer s in  establishing and main ta in ing suppor t ive clien t
r ela t ionships.
•Per for m specia l pr ojects as assigned.

Competencies: 

• Ability to qua lify, test , pass, and main ta in  pr ovisional Texas Guardian  Cer t ifica t ion
within  fir st  year  of employment.

• Ability to develop and main ta in  collabor a t ive and suppor t ive wor king r ela t ionships with
clien ts, cowor ker s, volun teer s, and exter nal par tner s

• Ability to cult iva te and susta in  pr ofessional boundar ies with clien ts, cowor ker s,
volun teer s, and exter nal par tner s.

• Full compliance with HIPAA confiden t ia lity and pr ivacy guidelines
• Ability to clear ly communica te in  per son , electr on ica lly, and telephonica lly.
• Ability to make cr it ica l decisions on  beha lf of clien ts.
• Ability to per for m assessmen ts and make appr opr ia te r efer r a ls.
• Ability to cr ea te and implemen t ser vice plans.
• Ability to iden t ify and r ecommend appr opr ia te in ter ven tions.



Educa tion  and/ or  Wor k Exper ience: 
• Associa te’s degree (Bachelor s Prefer r ed) in  Socia l Work, Human Services, or  r ela ted field 
• Tw o (2) year s’ Care/ Case Management exper ience working with specia l needs popula t ions: 

adults with disabilit ies who may be vict ims of abuse, neglect , or  exploita t ion . 
• Basic knowledge of Medicare, Medicaid, SSA, SSDI, SSI, VA, and r ela ted en t it lement  programs 
• Exper ience with local community services, r esources, and en t it lements. 
•    Proficien t  in  Microsoft  Office 365 software applica t ions (Word, Access, Excel) Outlook email, 

ca lendar ing, and r emote VPN technology. 
• Reliable t r anspor ta t ion  with valid Texas Dr iver ’s License and act ive Texas Liability auto 

insurance 
  •    Clear  na t ional cr iminal history r ecord and clean  motor  vehicle dr iving r ecord 

 
 

   Licenses and/ or  Cer t ifica t ions: 
 

• Texas Guardian  Cer t ifica t ion  is r equir ed to be obta ined within  2 year s of hir e. If applican ts do not  
have an  exist ing valid Cer t ifica t ion , must  meet  eligibility r equir ements to become Provisionally 
Cer t ified immedia tely following hir e. 

 Work condit ions/  Physica l Requir ements: 
 
• Work occur s in  office set t ings, clien t  r esiden ts, cour ts, hospita ls, psychia tr ic and long-  term care 

facilit ies, etc. 
• Requir es fr equen t  t r avel for  clien t  visits. 
• Requir es a  sign ifican t amount of face to face in ter act ion  and phone con tact  with program staff, 

clien ts, volun teer s, and outside professionals r egarding caseload management. 
• A sign ifican t  amount  of t ime is spen t  on  the computer  
• Must be able to lift , push, pull up to 20 lbs. 
• Ability to safely and successfully per form the essen t ia l job funct ions consisten t  with the ADA, 

FMLA and other  federa l, sta te and local standards, including meeting qualita t ive and/ or  
quan tita t ive productivity standards. 

• Ability to main ta in  r egular , punctual a t tendance consisten t  with the ADA, FMLA and other  
federa l, sta te and local standards. 

• Must be able to lift , car ry, push, pull up to 20 lbs. 
 
 
Acknowledgement  and Review: 
By sign ing this job descr ipt ion , I acknowledge tha t  I meet  the qualifica t ions, and am able to per form all 
job funct ions, dut ies, and r esponsibilit ies. I fur ther  under stand tha t  I am responsible for  promptly and 
effect ively communicat ing in  wr it ing to the Company any need for  accommodation . I acknowledge tha t   
 
I have r ead, under stand, and may r eceive a  copy of this Job Descr ipt ion . I fur ther  under stand tha t  
Family Eldercare r eserves 

  the r ight  to modify any Company policies, procedures, and processes based on  organ iza t ional needs. 
 
 
Pr in ted Employee Name:  
 
Employee Signature:                                                                                 Date:  


