
 

Case Manager, Interim Housing Programs 
Job Description 

Overview   

Category  Information   

Job Title   Case Manager, Interim Housing Programs 

Division    Adult Residential Services Division  

Status   Non-Exempt 

Hours   Full Time (40 hours)   

Supervisor/ Reporting     Associate Manager 

Supervisorial Responsibilities  Yes 

Many Mansions, Adult Residential Services Overview  

Many Mansions believes that everyone deserves a place to call home.  It is from this belief that Many 

Mansions strives to provide affordable, quality, services-enriched rental housing for formerly homeless 

and those of very low income in Ventura and Los Angeles Counties.  Our Adult Residential Services 

Division provides a comprehensive program designed to support residents and clients’ housing stability 

and help them achieve economic resiliency, self-sufficiency, social integration, and overall improved 

wellbeing.  
 

Our Supportive and Community Services Programs provide onsite intensive case management and 

programs in Many Mansions’ properties.  
 

In Ventura County, the Division administers several housing initiatives in partnership with Ventura 

County Behavioral Health, the County’s Managed Care Plans, and other community providers. These 

include Transitional Rent, a Medi-Cal CalAIM benefit providing time-limited rental assistance, housing 

navigation, and tenancy support; the Flexible Housing Subsidy Pool, which coordinates longer-term 

rental subsidies, housing placement, landlord engagement, and stabilization services; and the Short-

Term Housing Program. Together, these programs create coordinated pathways into stable housing 

while leveraging multiple funding sources and service partnerships to support long-term housing 

success.  



 

The Short-Term Housing Program provides temporary, community-based housing and intensive 

supportive services to families experiencing homelessness or housing instability, including families in 

which a parent or child has significant behavioral-health needs. The program is designed as a temporary 

intervention, with services focused from the beginning on helping each household stabilize and 

successfully transition to permanent housing. 

Position Summary 

The Case Manager provides intensive, individualized case management to individuals and families 
residing in scattered-site interim housing throughout Ventura County. Participants include families 
with children and Transitional Age Youth (TAY), with household needs potentially spanning 
behavioral health, physical health, child and youth development, education, employment, income, 
benefits, childcare, family functioning, and other areas affecting housing stability. 

The Case Manager works with each household from entry with the goal of achieving a timely and 
successful transition to permanent housing. Through comprehensive assessment, individualized 
service planning, frequent engagement, resource coordination, and close collaboration with 
Housing Navigators and other service providers, the Case Manager helps households address 
immediate needs, reduce barriers to permanent housing, increase income and stability, and 
develop the skills and resources necessary to successfully assume the responsibilities of a 
permanent tenancy. 

The position requires a family-centered approach that recognizes the needs of the household as a 
whole while ensuring that the distinct needs of children, youth, TAY, parents, and other household 
members are appropriately identified and addressed.  

Essential Duties & Responsibilities 

A. Intensive, Family-Centered Case Management 

• Maintain an assigned caseload of families residing in Short-Term Housing and provide intensive, 

individualized case management throughout their participation in the program.  

• Conduct comprehensive intake and ongoing assessments addressing housing, behavioral and 

physical health, income, benefits, employment, education, childcare, transportation, family 

functioning, safety, legal needs, and other barriers to stability. In collaboration with each 

household, develop an individualized service plan with clear, measurable goals and regularly 

review progress and adjust interventions as household circumstances change.  

• Maintain frequent and consistent engagement with participants through scheduled case 

management meetings, home visits, telephone contact, and other appropriate communication. 

Coordinate services and resource referrals across household members while recognizing that 

different family members may have distinct needs, providers, and service plans. 



• Use strengths-based, trauma-informed, Housing First, Harm Reduction, and Motivational 

Interviewing approaches to develop rapport, promote engagement, and support household 

goals.  

• Provide crisis intervention, de-escalation, conflict resolution, and problem-solving support when 

needed.  

 

B. Permanent Housing Transition & Housing Readiness 

• Establish permanent housing as a central goal from the beginning of each household's 

participation and incorporate housing-related goals and milestones into the household's service 

plan. Work closely and consistently with the assigned Housing Navigator to support the 

household's transition to permanent housing, including participating in housing-focused case 

conferencing and maintaining clear division of responsibilities.  

• Assist households in identifying and resolving barriers to permanent housing, including credit 

concerns, rental history, outstanding debts, documentation deficiencies, income limitations, and 

other challenges. With support from Housing Navigators, ensure participants obtain and 

maintain documents necessary for housing applications and subsidy eligibility, including 

identification, income verification, benefit documentation, birth certificates, Social Security 

documentation, and other required records. 

•  Help participants understand permanent-housing options and make informed decisions 

regarding housing opportunities. Support participants in completing housing and subsidy 

applications and following through on required appointments, documentation, and other steps 

identified by the Housing Navigator.  

• Coordinate with the Housing Navigator, Housing Coordinator, VCBH, and other providers to 

support timely placement and prevent avoidable delays in the transition to permanent housing. 

• Begin transition and discharge planning early in program participation and regularly evaluate 

progress toward permanent housing.  

• Prepare participants to successfully assume the financial, legal, and practical responsibilities 

associated with permanent housing; educate and coach participants regarding lease 

requirements, tenant responsibilities, house rules, communication with landlords, maintenance 

of the unit, and appropriate responses to tenancy concerns.  

• Work with households to develop realistic budgets that account for rent, utilities, food, 

transportation, childcare, and other ongoing household expenses. Support households in 

developing the financial practices necessary to maintain housing, including budgeting, banking, 

debt management, savings, and prioritization of housing-related expenses.  

• Identify potential tenancy risks before permanent placement and develop strategies with the 

household and Housing Navigator to address them and coordinate warm handoffs to 

permanent-housing case management, tenancy sustaining services, behavioral-health providers, 

and other supports as appropriate.  



C. Children, Youth, TAY & Family Support 

• Assess the needs of children and youth within participating households and incorporate 

appropriate family and youth goals into case planning. Ensure that services address both the 

identified individual's needs and the stability and functioning of the household as a whole. 

• Coordinate linkages to pediatric and behavioral-health care, developmental services, childcare, 

early childhood programs, educational supports, and other age-appropriate resources.  

• Support parents and caregivers in navigating school enrollment, attendance, transportation, 

special education or other educational supports, and school-based resources as needed. Assist 

parents and caregivers in accessing parenting, family-strengthening, childcare, respite, food, and 

other resources that can improve household stability. 

• Coordinate with schools, behavioral-health providers, VCBH, child and family service providers, 

and other systems involved with household members, with appropriate consent.  

• Support TAY households in developing age-appropriate independent living skills, including 

budgeting, employment, education, benefits, healthcare navigation, household management, 

and development of healthy support networks. Recognize the developmental and service needs 

of young parents and TAY who may be assuming independent tenancy responsibilities for the 

first time.  

• Identify concerns affecting child or family safety and follow applicable organizational policies 

and mandated-reporting requirements.  

D. Behavioral Health, Healthcare & Service Coordination 

• Connect participants and household members to appropriate mental health, substance use, 

primary care, developmental, and other healthcare services based on assessed needs. Support 

participants in establishing and maintaining connections to ongoing care and overcoming 

practical barriers such as transportation, scheduling, childcare, and documentation. 

• Coordinate closely with VCBH and other behavioral-health providers. Participate in 

multidisciplinary case conferences and other care-coordination activities. 

• Coordinate with Enhanced Care Management, Managed Care Plans, Housing Community 

Supports, schools, County agencies, and community-based organizations to reduce duplication 

and promote continuity of care.  

• Advocate for participants within service systems and assist households in understanding and 

navigating complex public and community resources.  

E. Income, Benefits & Economic Stability 

• Work with participants to increase and stabilize household income through employment, 

benefits, education, and other appropriate resources.  

• Assist with or coordinate applications for SSI, SSDI, CalWORKS, CalFresh, CAPI, General Relief, 

and other public benefits for which household members may be eligible.  

• Connect participants to Many Mansions' employment-development services and external 

workforce resources when appropriate. Support participants pursuing education, vocational 



training, childcare, transportation, or other resources necessary to obtain or maintain 

employment.  

• Help households address immediate resource needs while simultaneously developing longer-

term strategies for economic stability.  

• Monitor changes in household income or benefits that may affect housing eligibility, subsidy 

amounts, or future tenant rent obligations and communicate relevant changes to appropriate 

program staff.  

F. Interim Housing Stability & Household Responsibilities 

• Conduct regular home visits to assess household wellbeing, unit condition, compliance with 

program expectations, and progress toward service and housing goals.  

• Help participants understand and comply with Short-Term Housing program agreements, house 

rules, occupancy requirements, and household responsibilities.  

• Address emerging concerns promptly through problem-solving, coaching, and coordination with 

the Housing Coordinator and program leadership.  

• Communicate maintenance, safety, or unit concerns promptly to appropriate Housing 

Operations staff.  

• Participate in development and implementation of corrective action or behavioral plans when 

needed, emphasizing problem resolution and preservation of the household's pathway to 

permanent housing.  

• Support planned, positive exits whenever possible and coordinate appropriately when 

households exit the program under other circumstances.  

G. Documentation, Compliance & Performance 

• Maintain accurate, complete, and timely participant records in HMIS, Salesforce, and other 

required databases. Complete case notes, assessments, service plans, housing plans, progress 

reviews, referrals, outcomes, and other documentation within required timelines.  

• Track each household's progress toward permanent housing and other program outcomes and 

identify cases requiring additional intervention or case conferencing.  

• Maintain organized electronic and paper records and participate in file reviews, quality-

assurance activities, audits, and corrective-action processes.  

• Complete required program and caseload reports accurately and timely.  

H. Team & Community Coordination 

• Work collaboratively with Housing Navigators, Housing Coordinators, program leadership, 

VCBH, MCPs, and other internal and external providers to support successful household 

outcomes.  

• Participate in regular case conferencing, team meetings, utilization reviews, and quality-

improvement activities.  

• Maintain knowledge of community resources serving families, children, youth, TAY, individuals 

with behavioral-health needs, and households experiencing homelessness.  



• Develop and maintain relationships with community organizations and public agencies that can 

address participant needs.  

• Maintain routine communication with team members regarding significant participant progress, 

concerns, housing barriers, or emerging risks.  

• Participate in required training and professional-development activities.  

o Perform other duties as assigned. 

 

Qualifications & Conditions 

I. Education & Experience 

• Substantial education and/or experience in social work, behavioral health, human services, 

case management, counseling, homeless services, or related fields, including: 

o Bachelor's degree in Social Work, Psychology, Counseling, Human Services, Child and 

Family Studies, or a related field and two years of relevant work experience; OR  

o Four years of relevant experience in social services, behavioral health, case 

management, homeless services, family services, or counseling.  

• Highly preferred experience includes: 

o Experience providing intensive case management to families with children experiencing 

homelessness, housing instability, behavioral-health challenges, or other complex 

needs.  

o Experience working with Transitional Age Youth (TAY), including young parents and 

youth transitioning to independent adulthood.  

o Experience in interim housing, rapid rehousing, scattered-site housing, or other 

programs focused on transition to permanent housing.  

o Experience coordinating children's behavioral-health, educational, developmental, 

childcare, or family-support services.  

o Experience working with individuals or families affected by serious mental illness, 

substance use disorders, developmental disabilities, or other complex behavioral-health 

needs.  

 

II. Skills & Competencies 

• Demonstrated knowledge of case management and issues affecting families 
experiencing homelessness and housing instability.  

• Strong understanding of family-centered and participant-centered case management. 
• Familiarity with Housing First, Trauma-Informed Care, Harm Reduction, Motivational 

Interviewing, and Strengths-Based Case Management.  
• Ability to engage effectively with both adults and youth while maintaining appropriate 

professional boundaries.  
• Strong assessment, service-planning, crisis-intervention, and problem-solving skills.  



• Ability to manage complex cases involving multiple household members, providers, 
and service systems.  

• Strong understanding of the connection between income, budgeting, tenant 
responsibilities, and long-term housing stability.  

• Excellent organizational, documentation, and time-management skills.  
• Ability to work independently in scattered-site/community settings while functioning 

effectively as part of a multidisciplinary team. 

III. Communication Skills 

• Excellent verbal and written communication skills.  

• Ability to communicate effectively and respectfully with participants of different ages, family 

structures, cultures, and backgrounds.  

• Ability to establish rapport with households experiencing significant stress or instability 

while maintaining clear professional boundaries and expectations.  

• Strong advocacy and cross-system coordination skills.  

• Spanish language proficiency highly preferred.  

IV. Computer & Data Skills 
• Proficiency with Microsoft Office applications required.  

• Experience with HMIS, Salesforce, or comparable case-management databases preferred.  

• Ability to maintain accurate and timely electronic documentation and learn multiple 

program and partner systems. 

 

V. Other Requirements 

• Driving is required. Must possess a valid California driver's license, appropriate automobile 

insurance, and the ability to travel regularly throughout Ventura County.  

• Must maintain confidential information in accordance with HIPAA and organizational 

standards.  

• Must obtain and maintain CPR/First Aid certification.  

• Knowledge of interviewing, assessment, de-escalation, and crisis-management techniques 

highly preferred.  

• Must comply with applicable mandated-reporting responsibilities and organizational child-

safety policies. 

• Physical demands: While performing the duties of this job, the employee is regularly 
required to sit, use hands to finger, handle, or feel objects, tools and/or controls, talk 
and hear.  The employee is occasionally required to stand, walk, and reach using feet, 
legs, back, arms and hands.  The employee must be able to lift and/or move up to 20-40 
pounds.  Specific vision abilities required by this job include close vision, distance 
vision, color vision, depth perception and the ability to adjust focus 

 



VI. Work Environment: 

The corporate culture is friendly, and mission, client, and goal-oriented.  

 Moderate to high stress work pace.  Environment may have frequent interruptions, time constraints, 

and emotional distress.  Noise level is low to moderate.   

Environment includes working in close proximity and conducting home visits at the homes of clients who 

have been homeless and may be accustomed to street culture. May be exposed to profanity or language 

of a sexual nature and will need to be able to positively redirect residents and to model professional 

behavior.    

Employees may be in contact with individuals and families in crisis who may be ill, using substances, 

and/or not be attentive to personal health and safety for themselves. Employees may experience a 

number of unpleasant sensory demands associated with a resident’s use of alcohol and drugs and the 

lack of personal care.   

 The employee must be ready to respond quickly and effectively to many types of situations, including 

crisis situations and potentially hostile situations.  

 Should be comfortable working in a pet friendly environment.  

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job.    

MANY MANSIONS IS AN EQUAL OPPORTUNITY EMPLOYER 

 Selection will be based solely on merit and will be without discrimination in our employment practices, 

including compensation, against any employee or applicant because of race, religion, national origin, 

ancestry, sex, sexual orientation, gender identification, transgender status, sex stereotypes, age, 

physical handicap, mental disability, medical condition, marital status, domestic partner status, 

pregnancy, childbirth and related medical conditions, citizenship, and political affiliation or belief.  

 Reasonable accommodations may be made to enable individuals with disabilities to perform the 

essential duties and functions of the job. If you require an accommodation, please make sure to inform 

the Human Resources Department by the first week of employment. If an accommodation is not 

required at the time of employment, but is later required, you must inform the Human Resources 

Department of the need for accommodation at the time it is needed.  

 Certifications   

A copy of this Job Description was given to the staff member.  

  

  

Date: ________________   ____________________________  



Supervisor or Human Resources   

  

I received a copy of this Job Description.  

   

Date: ________________   ____________________________  

(Staff Member)  
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