POSITION DESCRIPTION

	Position:
	Family Advocate-Teen
	
	Reports to:
	Program Manager

	
	(Title)
	
	
	(Title)


	SUMMARY:

	The Family Advocate, under the direct supervision of the Teen Parenting Program Manager, provides outreach and comprehensive case management services based on a home visiting model, to eligible pregnant or parenting teens.  This position requires a person who possesses knowledge and understanding of the AFLP program, adolescent growth and development, ability to communicate effectively with adolescents and their families, knowledge of health and other community resources, and the ability to collaborate with other community organizations and agencies.


	ESSENTIAL FUNCTIONS:

	· Participate in outreach and case finding activities to identify eligible pregnant or parenting teens, and to educate the community about the AFLP.

· Receive referrals on potential clients and conduct client intake procedures, providing program information, assisting client with completion of forms and taking into account the client’s culture, language, and developmental level.

· Begin initial client assessment by meeting with the client and family, as appropriate.  Following client confidentiality and consent procedures, the FA will complete the AFLP Comprehensive Baseline Assessment to determine the client’s level of functioning, determine the client’s existing social support system, and identify client strengths and needs.

· Work with the client to develop an Individual Service Plan (ISP) in response to the unique needs of the client that includes interventions appropriate for the client’s developmental level, health, education, and psychosocial functioning and will facilitate necessary referrals.  The FA will incorporate from service providers in ISP development and revision by means of case conferences, client record reviews and consultation with supervisor.

· Provide client case management services (to no more than 50 clients per full-time equivalent case manager per month) which include:

a.   Assessing client service needs,

· Informing clients about appropriate services, 

· Assisting clients with information regarding enrollment and coordination of medical services through MediCal, its providers and/or other health services.

· Assisting clients and service providers in coordinating services and ensuring that client is receiving medical care and/or services from provider,

· Advocating on behalf of clients,

· Using client record to document activities,

· Evaluating client’s status on a quarterly basis,

· Evaluating clients for special needs requiring continued services,

· Planning for client exit to provide smooth transition to other services or independence.

· Promote primary and preventive health care utilization by pregnant and parenting adolescents and their children and assist in access to care.

· Monitor each client’s progress on at least a monthly basis through client and/or service provider contacts to assess appropriateness of ad progress toward achievement of individual goals. 

· Evaluate Individual service Plans at least quarterly and revise as needed.

· Participate in State MCH Branch and other job related training and technical assistance for AFLP staff.

· Follow prescribed timelines documenting client contacts using program forms.

· Participate in AFLP and other appropriate staff meetings and in-service education.
· Performs other related essential functions as assigned.


	POSITION SPECIFICATIONS:

	Required Education and Experience:  Bachelor’s Degree required.  Experience in human/social services desired.  Experience in modern office procedures preferred.  Must be organized, work with minimum supervision and deal with time-sensitive materials. Experienced in Microsoft Word and Excel.  Maintain client confidentiality.  Able to exercise good judgment and work well with people.  Must have valid California Driver’s License, vehicle insurance and reliable transportation.  Experience working in a non-profit agency is desirable. 




	QUALIFICATONS:

	Knowledge of modern office practices, procedures, and equipment; word-processing, spreadsheet, and data base software; computer applications and data entry techniques; record-keeping techniques; correct English usage, grammar, spelling, punctuation, vocabulary, and basic arithmetic; interpersonal skills using tact, patience, and courtesy; telephone techniques and etiquette; oral and written communication skills.

Ability to perform a variety of responsible clerical work; learn, interpret, and apply grant related regulations, policies, and procedure; assist in planning and coordinating activities; work independently; maintain confidentiality; plan, organize, prioritize, and schedule work; meet schedules and timelines; record and prepare minutes; prepare reports and other communications; collect and analyze information; maintain accurate records; pay close attention to detail; work cooperatively with others; complete work with interruptions and distractions; operate standard office machines including a computer and related software.

PHYSICAL DEMANDS:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to stand; walk, use hands to finger, handle, or feel object, tools, or controls; and to talk or hear.  The employee frequently is required to reach with hands and arms, stoop, kneel and crouch.  The employee is occasionally required to climb or balance; crawl; and taste or smell.

The employee must regularly lift and/or move up to 10 pounds.  The employee frequently lifts and/or moves up to 40 pounds, and occasionally lifts and/or moves up to 50 pounds.

Specific vision abilities required by this job include close vision, distance vision, peripheral vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of his/her job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee frequently works in outside weather conditions.  The noise level in the work environment is usually moderate.




____________________________________________

Employee Signature                                                Date

Your signature acknowledges that you have read and understand the requirements of this employment position.  
	COMPENSATION:

	Dependent on Experience .75 FTE (30 hours per week)
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