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Position Announcement 

Casework Assistant 
JOB TITLE: Casework Assistant      
PROGRAM: Refugee Services 
REPORTS TO: Preferred Communities (PC) Coordinator 
LOCATION:  Concord Office 
EMPLOYMENT TYPE: Part-time (22.5 hours per week), non-exempt 
 
OUR AGENCY 
Rooted in Jewish values and historical experiences, and inspired by the strengths of the diverse 
communities we serve, JFCS East Bay promotes the well-being of individuals and families by 
providing essential mental health and social services through every stage of life. JFCS East Bay is 
an innovative, multicultural human service agency that has served individuals and families 
throughout Alameda and Contra Costa counties since 1877.  
 
The agency’s current programs include resettling refugees, providing mental health services to 
children and families, offering immigration legal services, and supporting seniors and Holocaust 
survivors. Our staff of more than 60 employees is characterized by its dedication, teamwork, 
warmth, and humor. Agency offices are located in downtown Berkeley (five blocks from BART) 
and Concord (five blocks from BART), with a satellite location in uptown Oakland. 
 
JFCS East Bay actively seeks to hire qualified professionals who reflect the cultural and linguistic 
diversity of the East Bay and of our clients. We are committed to creating a community where 
staff and clients from all backgrounds feel safe, welcome, and included. We are looking for 
equity-minded applicants who demonstrate a sensitivity to and understanding of the diverse 
academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic 
backgrounds present in our community. We hope to expand our diversity in the belief that 
clients heal best when staff represent the communities they serve and are guided by values of 
social justice. 
 
PROGRAM DESCRIPTION 
The Preferred Communities (PC) Program for Intensive Case Management Services (ICM) 
targets populations under the Federal Office of Refugee Resettlement (ORR) umbrella that 
are considered especially vulnerable. These include: single mothers, survivors of torture, 
those with high medical needs, LGBTQ+ persons, minors who have spent prolonged periods 
in refugee camps without parent supervision, and HIV+ positive persons. Eligible participants 
(some with concurrent vulnerabilities) receive one year of ORR-funded intensive case 
management services aimed at improving overall wellness as well as increased ability to 
understand and interact independently with all new U.S. systems. 
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JOB SUMMARY 
The PC Casework Assistant will work under the direct supervision of the PC Coordinator as 
well as other essential agency staff to provide case management support for the ORR 
Preferred Communities Program. This includes assisting new arrival refugees and asylees with 
vital linkages across service realms to include social services, health care services, 
employment, and educational services. The Casework Assistant will assist with client intake, 
timely service delivery, tracking of services and maintenance of client case records and files. 
The Casework Assistant will also regularly provide in-person escort and advocacy for clients 
who may otherwise face linguistic and navigational barriers to services. 
 
This position is ideally suited to candidates interested in the field of social work at a higher 
education level. On the job training will include overview of U.S. refugee resettlement 
programs as well as major safety programs in the U.S, best practices in mapping of new arrival 
client strengths as well as service barriers, use of case management data and record keeping 
systems, and introduction to key service partners across the service realms in Alameda, Contra 
Costa, and San Francisco counties. 
 
JOB REQUIREMENTS 

▪ Candidates must possess excellent communication and interpersonal skills with ability to 
read, speak and write with a high level and ease of English fluency. 

▪ Candidates must possess the ability to maintain focus and follow multiple threads 
through to completion, track attention to details, and keep supervisor as well as records 
consistently up to date. 

▪ Candidates must possess high ability to work independently, with other team 
members, and to maintain professional boundaries with clients at all times. 

▪ Candidates should be comfortable interacting with immigrant populations with a high 
degree of sensitivity to new arrivals who may lack family or community ties and may 
experience multiple barriers to accessing key services. 

▪ As 60% of the current caseload consists of LBGTQ+ new arrival refugees and asylees 
community members, knowledge of local resource networks for this population will be 
a plus. 

▪ This position includes fieldwork and escort of clients to various appointments, mainly in 
Oakland and Berkeley, on a regular basis and requires valid driver’s license, reliable auto, 
current registration, insurance, and proof of clean driving record. 

▪ Candidates should possess the skill to confidently and diplomatically act as an advocate 
for clients who may be reluctant to self-advocate. 

▪ Candidates should also be adept in communicating with clients and following often 
multiple threads through a variety of platforms to include WhatsApp, text, and Google 
Voice and Translation. 

▪ In an attempt to decrease potential social isolation of LGBTQ+ new arrivals, candidates 
should be willing to organize a group activity, approximately bi-annually, within walking 
distance of public transport. Past activities have included client and agency volunteer 
invites to attend First Friday in Oakland, Visit to Oakland Museum, and a Saturday picnic 
in the park. 
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▪ Spanish language proficiency 
 

*Please note that due to COVID-19, the majority of case management activities will be conducted 
remotely. Upon occasion, there may be a need to meet out in the field with a client, (e.g. for 
medical advocacy or to provide documents), as such, agency safety protocols are required for all 
such interactions. Similarly, the scope of work is modified to EXCLUDE the bi-annual social group 
activity. Additionally, access to the agency office for supplies or file maintenance may be limited.  
 

COMPENSATION AND BENEFITS 

Compensation is $23.50 per hour. Benefits include medical, dental, 401(k), generous paid time 

off, great colleagues, and a friendly, respectful work environment. 

 

TO APPLY 

Please submit a thoughtful cover letter and resume to currentjobs@jfcs-eastbay.org. Please 

include RS40 in the subject line. Position open until filled.  

 
 

JFCS East Bay is an Equal Opportunity employer that highly values diversity and does not 
discriminate on the basis of age (40 or older), ancestry, color, religious creed (including religious 
dress and grooming practices), denial of family and medical care leave, disability (mental and 
physical, including HIV and AIDS), marital status, medical condition (cancer and genetic 
characteristics), genetic information, military and veteran status, national origin (including 
language use restrictions), race, sex (including pregnancy, child birth, breastfeeding, and 
medical conditions related to pregnancy, child birth or breastfeeding), gender, gender identity 
and gender expression, sexual orientation, or any other protected status in accordance with all 
applicable federal, state, and local laws. 
 


