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Dependency Case Management Specialist 
 

The Dependency Case Management Specialist supports the Dependency Case Management team 
members and leadership in logistics, provider relationships, risk mitigation, crisis management, and 
training and development as well as care coordination. Overall, the Dependency Case Management 
Specialist contributes to a high-performance culture by exhibiting agency values and providing quality 
results that keep Twin Oaks as the premier provider of child, family and behavioral health support 
services. 

 
   Position Prerequisites 
 

1. Bachelor's Degree in a Human Services related field; Master’s Degree in Social Work preferred 
2. Possess State of Florida Child Protection Certification 
3. Completion of the BBCBC Dependency Experience Waiver learning path unless the employee 

possesses one of the preferred qualifications 
4. Two years of experience with at-risk children and families 
5. Two years of experience in the delivery of services in a dependency environment 
6. Florida Driver’s License within 30 days from hire 

 
   Position Supervised and Degree of Supervision 
 
The Dependency Case Management Specialist is supervised by and reports directly to the Dependency 
Case Management Supervisor.   
 
   Responsibilities and Duties 
 
This list of responsibilities and duties is not intended to be exhaustive. Twin Oaks reserves the right to 
revise this job description as needed to comply with actual job requirements. 
   

1. Provide compliance, quality and operational counsel and oversight around case management 
practices and protocols. 

2. Continually assess operational and technical efficiency and provide recommendations and 
execution plans to senior leadership. 

3. Create and analyze data reports; direct case management team members and leadership 
through corrective actions.  

4. Establish partnerships with community service providers. 
5. Facilitate continuous communication between all arms of the child welfare and social service 

system to orchestrate expedited care coordination for children and families on behalf of case 
managers. 
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6. Execute legal record entry and maintenance as well as data validation on behalf of case 
management team members and supervisors.   

7. Develop and distribute technical documentation to operational and functional team members 
and leadership. 

8. Forecast and coordinate case management activities and appointments.  
9. Evaluate case activity and provide interventions and/or guidance to promote safety, wellbeing 

and permanency.  
10. Manage the collection and distribution of case and legal documentation between entities.  
11. Organize case supervision and staffing to address urgent and emergent client needs in an 

expedited fashion.  
12. Generate and disseminate productivity/status reports for individual case managers, supervisors, 

units and programs. 
13. Construct and deliver operational and tactical training to various level of case management 

team members and leadership. 
14. Lead risk management and mitigation activities to address and reduce crisis situations with at-

risk children and families.  
15. Analyze opportunities to improve care, service delivery, workflow processes and technology 

tools; employ critical thinking to generate short, mid and long-term solutions.  
16. Serve as the pinnacle of support and communication to caregivers; remove barriers, create 

linkages to formal and informal supports and services, provide educational and informational 
resources and remove obstacles to stability and permanency.  

17. Strategically plan case activities, travel and transportation to reduce expense for the agency and 
improve productivity for team members. 

18. Escalate urgent or emergent situations to senior leadership and general counsel, assisting in the 
collection and explanation of information and activities. 

19. Collaborate with the organization’s technical team(s) as needed to develop technology 
recommendations and/or assist with the testing of centralized solutions. 

20. Conduct productivity tracking, surveying, and reporting as needed. 
21. Attend staffings (supervision, permanency, step down staffing, etc.), as needed to anticipate 

service referrals. 
22. Review and follow up on incident reports pertaining to incidents and respond proactively to 

case needs.  
23. Assist case managers in the preparation of documentation for court proceedings.  
24. Conduct process management workgroups. 
25. Maintain forms library and conversion of electronic forms as changes needs dictate. 
26. Provide guidance, coaching and mentoring to case managers to include advising staff of 

statutory mandates, agency operating procedures and programmatic requirements; discussing 
case issues, model and teach good case management practices.  

27. Facilitate multi-disciplinary staffing or Family Team Conferences as directed. 
28. Participate actively in departmental meetings, training and education, as well as the quality 

management process. 
29. Assist with training other employees and providing back up when necessary. 

 
   Skills, Abilities, and Expectations 
 

1. Early Childhood/Child Development/Various community resources 
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2. Think analytically, solve problems to complex business processes, and document results using 
sound judgment  

3. Planning, organization and time management 
4. Oral and written communication 
5. Interpersonal relationship building, collaboration and teamwork 
6. Computer systems and MS Office, including Word, Excel and Outlook 
7. Interact effectively with children and families from diverse backgrounds 
8. Set appropriate limits and boundaries with clients; act decisively to protect clients, when 

necessary 
9. Assess and apply proper intervention strategies 
10. Identify and understand environmental stressors 
11. Recognize importance of social, economic, environmental factors in the development and 

resolution of personal/family problems 
12. Be sensitive to service population’s cultural/socioeconomic characteristics 
13. Establish trusting relationships with clients and family members. 
14. Perform under strong demands in fast-paced, diverse environment 
15. Handle confidential information appropriately 
16. Perform at a high level of autonomy, with minimal supervision 
17. Work on multiple tasks while maintaining a high attention to detail, accuracy and quality  
18. Commit to providing high levels of customer satisfaction with positive service delivery results 
19. Be energetic, passionate, and adaptable with a deep commitment to social service, empathy for 

children and families and a positive approach to embracing and managing change 
20. Work a standard scheduled week, which may include weekends, holidays and evenings. 
21. Work flexible hours 
22. Provide on-call support when scheduled or to meet business needs. 
23. Local travel as needed to conduct business related activities. 

 
 
I certify that I have read and understand the above job description and can perform all the duties 
listed, with or without reasonable accommodations. 
 
 
_______________________________________________________________________ 
Employee Printed Name 
 
 
_______________________________________________________________________ _____________________________ 
Employee Signature    Date 
 
 
_______________________________________________________________________ 
Supervisor Printed Name 
 
 
_______________________________________________________________________ _____________________________ 
Supervisor Signature    Date 


