
Reception and Placement Case Manager 

 

 

The purpose of the R&P Case Manager is to provide intensive case management services primarily during the Reception 

& Placement (R&P) period, the first 90 days from a refugee’s date of arrival and up to 6 months.  The R&P Case Manager 

provides and documents these services in accordance with the guidelines listed in the Cooperative Agreement.  The R&P 

Case Manager is the first and most important service provider in the lives of newly arriving refugees.  As such, they 

maintain regular and consistent contact with the refugee(s), assess and monitor refugees’ needs and goals, advocate on 

behalf of refugees to guarantee that they receive benefits and quality care, and make referrals to both Exodus programs 

and outside organizations to ensure that refugees’ needs are met.  This position reports to and is supervised by the 

Manager of Reception and Placement.    

 

Responsibilities: 

1. Provides a comprehensive orientation and intake to newly arriving refugees that assesses client needs and goals, 

communicates expectations of the resettlement process and establishes a strong, supportive relationship with the 

client. 

2. Educates clients throughout the R&P period on how to access needed services so that refugees are able to attain and 

maintain self-sufficiency once completing Exodus programs. 

3. Ensures the provision of mandated core services including a health department screening, applying for social security 

cards, public benefits, medical care, school enrollment, and all other required services.   

4. Maintains up-to-date programmatic knowledge of all services (health department, social security, welfare, etc.) 

involving refugees. 

5. Provides information and referrals that are culturally and financially appropriate to assist clients in maintaining basic 

needs and reaching self-sufficiency.   

6. Maintains up-to-date knowledge of the requirements of the Cooperative Agreement, Match Grant Guidelines and the 

Policies and Procedures of the agency. 

7. Provides or secures transportation to refugees for needed services.   

8. Secures interpreters for clients who have limited understanding of the English language. 

9. Documents all services provided to clients in accordance with Cooperative Agreement, Match Grant Guidelines and 

Exodus’ policies and procedures.   

10. Prepares client reports within required deadlines.  

11. Coordinates with Exodus staff on other client needs that arise and makes referrals accordingly.    

12. Ensures that program goals and outcomes are achieved.   

13. Works closely with Exodus staff to ensure that all services are delivered to clients.  

14. Attends weekly staff and team meetings. 

15. Participates in Exodus staff training and development activities.   

16. Participates in the on-call ER/Airport rotation. 

17. Performs other duties as may be required by the supervisor. 

 

4. Qualifications: 

• A bachelor’s degree is preferred in social work or related field. 

• Preferably have a minimum of two years of experience in social services. 

• Should be familiar with the local social services community. 

• Fluency in English and one of the following languages is preferred: Arabic, Burmese, Chin, Kinyarwanda, 

Spanish, Swahili, or Tigrinya. 

• Must be able to effectively communicate with clients of diverse cultural and language backgrounds. 

• Must be comfortable in intercultural environments. 

• Must be able to work occasional hours outside of normal business hours.   

• Must be a self-starter with a high level of organizational skill, flexibility and commitment to refugees.   

• Must be able to function as part of a team.   

• PC proficiency, competent with Word, Excel, and PowerPoint.  

5. Exodus Refugee offers a comprehensive benefits package. 

Applicants must submit a cover letter and resume via email to Kam Lamh Huai at khuai@exodusrefugee.org. Please 

provide salary expectations in your cover letter. Resumes will be accepted until the position is filled. 



 


