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UNIVERSITY OF COLORADO DENVER

Case Management Graduate Assistant Job Description
Office of Case Management / Division of Student Affairs

Nature of Work

The Graduate Assistant for the Office of Case Management is responsible for coordinating services, providing resources, support and referrals for students in need. This position also closely coordinates with the University’s CARE (Campus Assessment, Response & Evaluation) Team. This position serves the Downtown and Anschutz campuses.

Case Manager Role

· Able to maintain student’s privacy in accordance with FERPA guidelines
· Works directly with students providing case management services, including but not limited to, 1:1 meetings, resources, referrals and follow up
· Assisting students in creating and implementing Success Plans or Professional Plans, and initiating appropriate follow up
· Assisting students in the withdrawal process, coordinating with the Office of the Registrar and other areas as needed
· Working directly with the CARE Team including:
· Regularly attending CARE team meetings
· Note taking during CARE meetings
· Scheduling student meetings with Director of Case Management for CARE team cases
· Collaborating with the Office of Community Standards and Wellness
· Outreach and information gathering from faculty and others
· Administrative Responsibilities
· Answering phones and responding to phone messages
· Creating forms
· Maintaining and updating website
· Maintaining and updating other materials
· Reports to the Director of Case Management
Minimum Qualifications

· Must be a University of Colorado Denver Graduate student in good standing.
· Experience in psychology, case management, social work or other related field
· Enrolled as a UC Dever student
Preferred Qualifications

· Excellent oral and written communication skills
· Strong ability to collaborate
· Demonstrated commitment to working with and serving diverse populations
· Able to manage crisis situations
Salary Range/Hours

$15.00/Hour at 20 Hours per week

