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POSITION DESCRIPTION 
 

Position Title FSET Case Manager  Exempt/Non Non-Exempt 
Classification Case Manager FTE Status Full-time, Permanent 
Report To FSET Manager Pay Grade H 
 
Who We Are 
CW Solutions has great passion for serving the people in our community. As an 
employer, we strive to provide a work environment where diversity and differing 
opinions are valued, creativity is encouraged, continuous learning and improvement are 
fostered, teamwork and open communication are encouraged and meeting customer 
needs through quality services is a shared goal.  
 
We work in partnership with Wood County Human Services Department to operate 
several programs including the NorthCentral FoodShare Employment & Training (FSET) 
program. If you have a passion to support the members of our community, please 
consider joining our team!  
 
To learn more about CW Solutions, visit our website at https://changewithin.net  
 
 
General Function 
Perform case management services to assess the needs, strengths, and barriers of 
FSET participants. Work collaboratively with participants to develop a plan that works to 
assist them in reaching their employment goal. Provide On-Demand enrollment services 
in person and over the phone. 
 
 
Essential Duties and Responsibilities 
The following duties are typical for this position. These are not to be construed as 
exclusive or all-inclusive. Other duties may be required and assigned. 
 
1.  Provide holistic, inclusive, and comprehensive case management services to all 

FSET participants. Some specific case management functions include: 
a. Initial and ongoing assessment of a participant’s current situation, strengths 

and needs. 
b. Development of short-term and long-term goals. 
c. Development and updates to an Employment Plan that details a participant’s 

goals and activities in the FSET program intended to assist the participant 
achieving their goals. 

d. Monitor attendance and goal progress. 
e. Document case actions.  
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f. Provide advocacy and referrals for participants. 
g. Assist participants with job applications, resume development, interview 

preparation. 
h. Work with the Career Services team to share labor market information and 

connect participants with partner employers. 
i. Provide soft-skills development through one-on-one and group workshops 

with pre-developed curriculum. 
j. Provide job retention case management services for individuals who gain 

employment. 
k. Develop and maintain worksites for volunteer work training opportunities. 

 
2.  Ensure all FSET participants are provided opportunities to gain life skills, job skills, 

and/or educational credentials to enable them to achieve their career goals. 
 

3.  Assess and provide support services to facilitate FSET participants being able to 
complete FSET activity, including employment, while enrolled in the program. 
Support services include gas cards, taxi tickets, bus passes, interview clothing, 
work-related clothing and tools, vehicle repairs, emergency housing assistance and 
short-term education costs.  
 

4.  Document all actions in the state computer system, CWW, immediately or no later 
than one business day.  

 
5.  Develop and maintain community relationships to reach eligible individuals who may 

not have heard of FSET and to ensure duplication of services does not occur. Work 
collaboratively with providers to provide successful outcomes for participants. 

 
6.  Work collaboratively with other community programs for co-enrollment and additional 

community supports including WIOA, TRAIL, Wisconsin Works, DVR and similar 
programs. 

 
7.  Provide On-Demand enrollment services through the On Call schedule with in-

person walk-in requests as well as enrollment through telephone appointments. 
 
8.  Utilize online reports to monitor and manage caseload for policy compliance and 

accuracy.  
 

9.  Provide back-up support for other team members including other case managers, 
the program support specialist team and front desk reception. 

 
10. Other duties as assigned. 
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Essential Skills 
1. Ability to establish rapport with participants to empower them to achieve their work-

related goals. 
 

3.  Ability to work independently with strong sense of focus, task-oriented, 
nonjudgmental, open personal qualities, and clear sense of boundaries. 

 
4.  Ability to work in a variety of settings with culturally-diverse families and communities 

with the ability to be culturally sensitive and appropriate. 
 

5.  Application of holistic, inclusive and comprehensive case management services by 
utilizing family systems, trauma-informed care, inclusion and allyship for all 
participants. 
 

6.  Excellent written and verbal communication skills, ability to establish rapport with 
partner agency and Income Maintenance staff. 

 
7.  A strong sense of and respect for confidentiality involving both participants and 

fellow employees. 
 
 
Minimum Training and Experience  
Required to Perform Essential Job Functions: 

Education: Required - A Bachelor’s Degree in Human Services or related field that 
provides the necessary skills to meet the expectations of the position. 

Experience: Not necessary  

Key Knowledge: Preferred – As listed under Essential Skills section. 
 
Transportation: Required – This position requires the staff member to hold a valid 
driver’s license and use their personal vehicle. Mileage reimbursement is provided for 
all business-related travel.  

Basic Skills: Required - Basic everyday living skills are needed, as is the ability to 
understand and follow oral and written directions. Reading, writing and computer skills 
are needed. 
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Physical Abilities Required to Perform Essential Job Functions 
Seventy-five percent (75%) of the time is spent sitting or standing, feeling, hearing, 
talking, and using near vision. Fifty percent (50%) of the time is spent bending/twisting, 
reaching, feeling, and low lifting and carrying. Twenty-five percent (10%) of the time is 
spent keyboarding. Walking, balancing, and low pushing/pulling comprise ten percent 
(10%) of the time. Required in unusual or non-routine situations, stooping, kneeling, 
crouching, crawling, running, grappling, climbing (using legs and feet), climbing (using 
legs and arms for support), using far vision, and medium lifting and carrying. 
 
This position description has been prepared to assist in defining job responsibilities,  
physical demands, and skills needed. It is not intended as a complete list of job duties, 
responsibilities, and/or essential functions. This description is not intended to limit or 
modify the right of any supervisor to assign, direct, and control the work of employees 
under supervision.  
 
CW Solutions retains and reserves any or all rights to change, modify, amend, add to or 
delete, from any section of this document as it deems, in its judgment, to be proper. 
 
CW Solutions is an Equal Opportunity Employer. In compliance with the Americans with 
Disabilities Act, CW Solutions will provide reasonable accommodations to qualified 
individuals with disabilities and encourages both prospective and current employees to 
discuss potential accommodations with the employer. 
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