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POSITION: Social Services Coordinator PAY GRADE: 6  
DEPARTMENT: Wood Haven Health Care STATUS:  Classified, FLSA Non-Exempt 

 
PURPOSE OF POSITION 
 
The purpose of this position is to serve as an advocate for nursing home residents by addressing their social and 
psychosocial needs.  
 
ESSENTIAL FUNCTIONS 
 
In addition to consistent and reliable attendance, the following duties are normal for this position.  These are not 
to be construed as exclusive or all-inclusive.  Other duties may be required and assigned.  Refer to the 
Comprehensive Position Questionnaire (CPQ) for this position for percentages of time. 
 
Serves as advocate for residents.   
 
Evaluates and assesses residents’ needs; interviews and interacts with residents and residents’ families to determine care 
plan needs. 
 
Establishes goals to address needs and formulate care plan; provides case management services to residents; makes 
referrals to community agencies and resources as needed. 
 
Maintains records and prepares and completes reports pertinent to resident needs and programs. 
 
Provides counseling to residents both individually and in groups. 
 
Attends team meetings to formulate effective treatments to address resident needs; attends team meetings for eligibility 
determination on \behalf of residents who receive services from various community agencies and resources; attends 
supportive agencies’ meetings as required. 
 
Assists in leading social, recreational, and educational groups and programs 
 
Assists residents and their families during the intake and admissions process; assists residents and families during 
discharge planning. 
 
Maintains inventory of residents’ belongings and marks personal possessions. 
 
Assists residents with transportation to various areas of the facility; assists residents with placing phone calls, 
performance of basic ALD tasks, reading correspondence, purchasing needed items during Resident Shopping Service, 
obtaining repairs and replacements to maintain hearing aids and eye glasses; delivers mail. 
 
MINIMUM QUALIFICATIONS 
 
Bachelor’s degree in Social Work or closely related field supplemented by one year experience in the field or any 
equivalent combination of education, and experience that provides the requisite knowledge, skills, and abilities for this 
job.  Requires valid driver’s license. Licensed social worker preferred. 
 
PERFORMANCE APTITUDES 
 
Data Utilization: Requires the ability to perform mid-level data analysis including the ability to audit, deduce, assess, 
conclude, and appraise. Requires discretion in determining and referencing such to established criteria to define 
consequences and develop alternatives. 
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Human Interaction: Requires the ability to provide first-level professional counseling to clients and/or patients.  
 
Verbal Aptitude: Requires the ability to utilize a variety of reference, descriptive, and advisory data and information 
such as care plans, medical records, statutes, procedures, guidelines, and non-routine correspondence. 
 
Mathematical Aptitude: Requires the ability to perform addition, subtraction, multiplication, and division; calculate 
percentages and decimals; and may require the ability to utilize principles of fractions and/or interpret graphs. 
 
Functional Reasoning: Requires the ability to apply principles of influence systems such as supervising and leading. 
Ability to exercise independent judgment to apply facts and principles for developing approaches and techniques to 
problem resolution. 
 
Situational Reasoning: Requires the ability to exercise the judgment, decisiveness, and creativity required in situations 
involving the evaluation of information against sensory, judgmental, and/or subjective criteria, as opposed to criteria 
that are clearly measurable or verifiable. 
 
Equipment, Machinery, Tools, and Materials Utilization: Requires the ability to operate, maneuver, and/or provide 
simple but continuous adjustment on equipment, machinery, and tools such as office machines, and/or materials used 
in performing essential functions.  
 
Physical Ability: Tasks involve the ability to exert light physical effort in sedentary to light work, but which may 
involve some lifting, carrying, pushing, and pulling of moderately light objects and materials. Tasks may involve 
extended periods of time at a keyboard or workstation. 
 
Sensory Requirements: Requires the ability to recognize and identify similarities or differences between 
characteristics of colors and shapes associated with job-related objects, materials, and tasks.  
 
Environmental Factors: Essential functions are regularly performed without exposure to adverse environmental 
conditions. 
 
Wood County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the County 
will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and 
current employees to discuss potential accommodations with the employer. 
 
 
 


