
CONFEDERATED TRIBES OF THE UMATILLA INDIAN RESERVATION
46411TIMiNE WAy, PENDLETON, OR 97801

(s4t) 27 6-3s70 FAX (s4t) 27 6-9060

POSITION DESCRIPTION and VACANCY ANNOUNCEMENT

POSITION TITLE: Target Case Management Coordinator

SALARY: Pay Range: 7

$41,200.44 to $48,963.1I annual DOE/DOQ

DEPARTMENT: Department of Children and Family Services

LOCATION Position is located at the Nixyaawii Governance Center
Mission Oregon

EMPLOYMENT STATUS: Full Time with benefits package
Covered Status
Background Check
Non-Exempt

SUPERVISED BY: Department of Children & Family Services Director

OPENING DATE November 17,2023

CLOSING DATE Open until filled with review November 30,2023 and December 7th 2023

CTUIR MISSION STATEMENT

Exercise the Tribe's sovereign authority to achieve the maximum protection of resources identified in the
Treaty of 1855, to protect newly acquired lands wherein the Tribe has a vested interest, to protect the lands of
all the citizens and residents of the Umatilla Indian Reservation. This position will protect human life, water,
land, air, and wildlife by exercising professional skills and abilities in the protection of the resources of the
Confederated Tribes of the Umatilla Indian Reservation.

GENERAL STATEMENT OF DUTIES
The role of this position is to provide target case management services in order to guarantee eligible participants
are gaining access to needed services. The position is responsible for monitoring, reporting and inputting
information into systems in accordance with administrative rules to ensure reimbursement.

EXAMPLES OF ESSENTIAL JOB DUTIES & RESPONSIBILITIES

Target Case Managcment Coordinator
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l ' Responsible for ensuring Coordinate with Tribal Dcpartments, Fecteral and State Agencies ancl
other programs regat'ding targcted casc management eligibility, determination, billi|g processes
atrd scrvice provisions.
a. This includes perioclic reviews with DHS.

2' Rcsponsible for assisting ir-rclivicluals who are eligible for services enroll ancl/or assist i'divicluals
to access providers and services of Medicaid.

3' Responsible for gathering informatiotr and revicwing historical ancl existing recorcls of an
eligible individual to detennine service area needs.4' Responsible for docutnenting care plans that contain set goals antl actions requirecl to adclress thc
needs of an indiviclual.

5. Respo'sible for making referrals to appropriate services.6' Responsible for monitoring access to thc neeclecl meclical, social, eclucational, ancl other services.
7 ' Responsiblc for ongoing face-to-face or other contact to concluct tbllor,v-up activities with the

participating individual or the indiviclual health care decision makers, family merrbers,
providers, or other ontities or indivicluals when the pLrrposc of the contact is clirectly relatecl to
mauaging the eligible client's care to el"lsure the care pian is effectively implementecl.8' Mr"rst irnplement, monitor and track TCM clata entry processes in a timely manncr.a. Monitor and track eligibility program components.9' Submit detailed quarterly ancl annuai reports to the state and federal government for
reimbursernent.

l0' Accessing the MMIS with OMAP and follow HIPPA guiclelines on record retention ancl
conficlentially as thcy have different protocols when it cornes to nredical clocumentation
gathering, sharing and retention.

I I' Follow established agency ancl tribal policies and proceclurcs in rcgarcl to protective services ancl
aclniinister program services accordingly. Maintain compiiance wiilr chilcl protective Service
policy and procedures, federal, ancl interagency guidelines with Titte IV-E and TCM services.l2' Develop, establish arrd tttaitttaitt a cenLralleu hting system that is accurate, organized, *p-to-clate
and timely. Ensure statistical information ancl reports are completecl in a timel!.unn"..'l3' Input data into appropriate database programs and sprea<lsheeis to calculate clata/ information for
the TCM program.

l4' Maintain Confidentiality with all records of billing, data input, contacts, ancl documeltation of
services with clients and agencies. Review case records foidocumentation of allowable
reimbursements that meet the fecleral criteria. Review all files for euatity Assurance ancl
compliance to ensitre they are withirr state ancl federal ggidelines.

I 5' Communicate clearly and apply instructions to staff ancl engage in positive public relations.
Work independently ancl ttse good independent judgment unO*lnitiotiue. Be self-motivatecl,
accept direction positively, manage time elfectively, and maintain strict confideltiality in alljob
duties.

16' Other Duties as assignecl tlrat pertains to the scope of work in the job clcscriptiol.

SUPERVISORY AUTFIORITY:
None

SIGNATORY AUTHORITY

only as delegateci by the Director of the Department of Chilclren ancl Family Services

-l 
argct Casc lVlanagcrncnt Coor<linator
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ACCESS TO SENSII'IVE ARtsAS:

Cancliclate will require access to sensitive areas of the department and program containing sensitive
documeutation ancl material such as Case Management Files, the Tribal Information Management System
(TIMS) CPS Files, Geueral Assistance files, Cirild Care files and Provider Files during the performance of their
duties.

REQUIRBD MINIMUM QUALIFICATIONS: (It is the resnonsibilitv of anolicant to demonstrate in
writing he/shc does mect the follorving nrinimum qualilications.)

I . Four year Bacltelor's degree in social worl<, sociology, psychology, counseling or related fielcl from an
accreditecl university or college AND two years'experience in case ltranagctnent related to working with
youth and families; OR

2. Two year Associate's iu social work, sociology, psychology, counseling or related field from an accreclitecl
college AND thrcc ycars' cxpcricnce in case management related to working with youth and lamily services
OR

3. High School Diploma and fivc yeurs' experience in chilcl welfare case management or case rnanagement
related to working with youth and lamily services.

4. Must be willing to train in"fargetecl Case Management fiscal reimbursement system.
5. Must be willing to complete training in a case managcmcnt curriculum.
6. Must demonstrate administrative capability to ensure qr"rality of services in accordance with state arrd federal

requiremettts of financial management system which provides documentation of services and costs.
7. Must demonstrate the ability to document and maintain individrnl case records in accordance with state ancl

fcdcral rcquirements.
8. Demonstrated experience in dealing with the general public, including proper de-escalation techniques with

angry clients in person, and on the phone.
9. Must have strong interpersonaland communication skills, including the ability to communicate effectively,

orally and in writing, through concise reports, memoranda, directives, emails and letters.
a. Possess and demonstrate good writing, spelling, proofing, grammar and punctuation skills.

10. Ability to carry out assigned duties/projects in an efficient and timely manner with minimal supervision ancl
must be able to handle multiple pr<rjects and work within defined timelines.

I l. Must have extensive knowledge with computer proccssing equipment and softwarc, including: Word, Excel,
Power Point, Outlook, other Office Suite software as well as knowledge of general office practices and
procedures. Knowledge of computers and othcr office tcchnological equiprnent must be kept current by
attending trainings as directed by supervisor.

12. Individual must be highly organized ancl have good filing skills,
I 3. Must be able to operate and maintain office machines (copiers, printers, scarlners, etc.). Exccllcnt pe oplc

skills and demonstrated ability to develop effective working relationships and maintain professionalism,
diplomacy ancl tact with clients, employees, ontside agency personnel and co-workers in a sensitive
environment,

14. Basic knowledge of behavior lnanagement techniques, farnily dynamics, child development, family
counseling techniques, emotional and bchavioral clisorders, and issues around aging.

15. Successful completion of a criminal background check and a drug test will be required.
16. Must have a valid state drivor's license, reliable transportation, and meet Tribal insurance requirernents.

PTJYSICAL DEMANDS
'I'argct Casc Managcnrcnt Cloordinator'
I IR I:ornr 7209

[)agc .] o1'6 [{cvisccl: 5l 1 81 2()22, 818123



l. Ability to t"tse standard con"lputcr programming such as Microsoft Office (Worcl, Excel, PowerPoint,
Outlook).

2. Ability to stand and r.valk around lor long periods of timc.
3. Ability to sit in autolnobiles and or airplanes f,or travel to conferences, semiuars, and training.
4. Abilily to lilt up to 501bs.

Prtrsrtant to Tribal Worker's Bcnefit Coclc, Section 4.02.A. "All workers shall clisciose any pre-existing
physical or mental disorcler ancVor disability that could potentially affbct or irlpair the worker's ability to
pcrfbrm in a reasouable and safe manner the activities involved in the position in which they work. Disclosure
shall be made itt the employrnent application or interview bcfore commcncing cmploymcnt or bcforc
commencing new job duties aftcr job t'eclassification, reassignment, promotion, clenrotion, or other changc in
job dtrties. The content of sLrch clisclosure shall be made promptly by the covered worker after submitting a
cletirn 1'or beuefits uncler this Code."

SELECTION PROCESS:

'fribal Personnel Poiicies Manual, Section 3.01: Employment Preferences

The'fribe's employment prelerences shall be as lrrllo'uvs:

l. hidian Prefsrence. lt shall be the policy of the Tribe to provide preference in hiring opportunities
within the'fribal government to C'l'UIR members and to other [ndians enrolled in federally recognizecl
tribes. This Cl'ulR member and Inclian preference shall be applicable in all employee hirir.ig, promotion,
and transfer decisions.

2. Veteran's llreferetrce. lt shallbe the policy of the T'ribe to provicle prefbrence in hiring opportunitics
to veterans honorably discharged florl the United States Armed Forces.

3. "fhe employment preferences set forth in this section shatl apply to all Tribal programs regarclless of
the program's funding sorrrce, and shall apply to all classes of positions referenced in 93,05.

4. Except for the employment preferences authorized undcr this section, it shall be the policy of the
Tribe that no employee or job applicant shallbe discriminated against in pursuit of employment or
career growth due to race, color, religiott, gender, sexual orientation, age or nertional origin.

All CTTJIR Tribal positions arc compctitivc. Al1 ernployment applications and sr"rpportive emplovmerrt matcrial
will be evaluated based on the relevance of the applicant's qualitications and experience as it applies to this
position. Applicant's who demotrstrate that they meet the minirnuni qualifications and experience nrost relevant
to this position will be considered qualified to compete for this position and be eligiblc for an interview.

DRTJCi I- REE WOII.KPLACE:

The Conlederated Tribes of the Umatilla Indian Reservation has a "Drug Free Workplace Poiicy" ancl will
conduct Pre-Employment Drug Testing. A pre-employment drLig test is rcquircd bcforc any cmploymcnt offcr
is to be made. Alt tribal employees classified as safety sensitive are subject to random Alcohol ancl Drug testirrg
pursuant to thc l'ribal Personnei Policies Manual.

API'I,ICAI'I') Dt,,ADLINIJ
"l argot Casc Managcnrcnt (loordinator
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Complete Tribal employment applications will be accepted until at 4:00 P.M., on the posted closing date as

found on Page I of this announcement, or postmarked by that date. ONLY THOSE TRIBAL
EMPLOYMENT APPLICATION PACKETS WHICH ARE COMPLETE, WITH ALL ADDITIONAL
REQUIRED INFORMATION, AS FOUND IN THE "REQUIRED BMPLOYMENT APPLICATION
PACKET MATERIAL'' BELOW WILL Bn CONSIDERED. Employment application packets received

after the application deadlinc will not be considered.

It is the responsibilitv of the applicant to
requirements.

REQUIRED EMPLOYMENT APPLICATION PACKET MATERIAL

l. Completed Tribal Employment application.
2. Cover letter explaining your qualifications and experience relevant to the lunctions of this position.
3. Personal resume identifying your qualifications and experiences relevant to the functions of this position,
4. Completed CTUIR's SupplementalApplication Form if applicable.
5. Fligh School Diploma/GED or copy of official college transcripts (if applicable).
6. Tribal and Indian preference: Must provide copy of Tribal Enrollment Card, Certificate of Indian Blood or such

with Federally Recognized Tribe.
7 . Veteran's preference: Must provide proof of honorable service and discharge or completed Form DD2l4.

APPLICANT RESPONSIBILITY

It is the absolute responsibility of the applicant to provide sufficient evidence to show they fully meet the minimum
qualification requirements. Applicants failing to meet the minimum qualifications are not granted interviews. If it is
questionable as to whether an applicant meets thc minimum qualifications, an interview may be granted solely to make
that determination.

OBTAIN AND SUBMIT APPLICATION TO:

Confederated Tribes of the Umatilla lndian Reseryation
Office of Human Resources

Staf'fing and Onboarding
4641I f imineWay
Pendleton, OR. 97801

Phone: (541)276-3570 or Fax: (541)276-9060

To be considered, application package must be post marked by the closing date.

l/ // h
wJ L , Assi , Office of Fluman

S

Target Casc Managenrent Coordinator
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Aoplicant Review and Acknowledsement

I have read the foregoing position description and understand the requirements of the position for which I arn applying
further certify that I fully meet the minimum qualiiications for the position as advertised , (Original signature mist he
placed onJile in the employee's personnel.fite when/i/'hired.for thi position.)

Applicant Signature Date

Target Casc Managcment Coordinator
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