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JOB DESCRIPTION

JOB TITLE: Service Center, Care Navigator

REPORTS TO: Regional Service Center Director

FLSA STATUS: Non-Exempt, Full-Time

DIVISION: Regional Service Center

HOURLY: $20.00-$22.00, based on experience

LOCATION: North County Service Center, 930 Boardwalk Street, Unit E, San Marcos, CA

SUMMARY:

Under the guidance of the Service Center Director and Associate Director, the Care Navigator plays an
important role in the Meals on Wheels mission to provide “More Than a Meal.” The Care Navigator supports
Service Center operations by providing needs assessments, advocacy, and resource coordination/referral to
Meals on Wheels clients, helping them stay as healthy, safe and independent as possible. This role also
assists in daily Service Center operations including ongoing client service, volunteer support, community
outreach and senior networking.

DUTIES & RESPONSIBILITIES:

1. Client Management and Care Navigation:

e Communicate and coordinate with service center staff to review the status of clients who
might benefit from extra support, intervention or community services.

e Manage and coordinate care plans for clients within assigned service areas, ensuring
personalized and effective support.

e Engage with clients and their families to address concerns, provide guidance, and coordinate
services that meet their evolving needs.

e Conduct field visits to assess client needs, ensure well-being, and update care plans as
necessary.

e Monitor and follow up on Change of Condition Alerts related to client health or
circumstances, ensuring timely intervention and support.

e Attend and actively participate in training to enhance knowledge of community resources and
best practices for client support.

e Collaborate with fellow Care Navigators and the Associate Director of the More Than a Meal
Program to balance caseloads effectively, engage in knowledge-sharing sessions, and
contribute to special projects aimed at enhancing resources and support for clients.

2. Documentation and Reporting:
e Provide timely updates on client progress and report significant changes or concerns to the
Service Center Directors, maintaining open communication for collaborative care.
e Record visit details, assessments, and care plan adjustments accurately, ensuring
documentation is submitted promptly and reflects the client's current needs.
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e Document all follow-up actions and outcomes related to Change of Condition Alerts in the
client database, prioritizing reviews based on urgency.
¢ Maintain accurate, up-to-date client records while adhering to confidentiality standards.

3. Emergency Procedures:

e Respond promptly to client emergencies by contacting emergency services and notifying the
Service Center leadership immediately, ensuring all incidents and follow-up actions are
thoroughly documented.

e File Adult Protective Services (APS) reports and Wellness Checks as needed and follow up on
filed reports within the assigned service area to ensure appropriate support and resolution.

e Adhere to Service Center emergency procedures for situations such as fires, natural
disasters, or potential security risks, prioritizing client and staff safety.

4. Community Engagement:

e Participate in community outreach events and cultivate strong relationships with community
organizations and senior service providers to promote Meals on Wheels and expand support
networks for clients.

e Stayinformed about senior services and resources offered by other organizations to better
support client needs and make informed referrals.

e Collaborate with Service Center leadership, staff, and volunteers to effectively promote the
Care Navigation Program and ensure seamless service delivery.

5. Service Center Operations:

e Process new client intakes, ensuring accurate documentation and clear communication of
client service needs to Service Center representatives.

e Manage the client meal service database, overseeing meal scheduling and adjustments to
ensure timely and accurate service.

e Assist with meal deliveries by covering routes as needed to support uninterrupted service.

e Update and maintain delivery route maps and reports to ensure accurate and efficient meal
distribution.

e Perform other tasks and special projects assighed to support program operations and client
care.

QUALIFICATIONS:

The ideal candidate will have the following:

e Bachelor's degree is desired, but not required in Public Health, Health Sciences, Social Work, Social
Services, Gerontology or related field.

e Minimum of 1 year of experience working directly with seniors or a community-based or healthcare
agency that serves seniors.
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e Minimum of 1 year of case management experience.

e Strong working knowledge of programs and services available in San Diego County for seniors.

e Ability to partner and collaborate with community-based and healthcare organizations.

e Ability to collaborate with a team as well as work independently.

e Technology and data entry skills, including ability to quickly adapt to new software, database tools,
and mobile technology; ServTracker experience a plus.

e Strongverbal and written communication skills.

e Communicate effectively with clients, staff, volunteers, and collaborators.

o Excellent problem-solving skills and critical thinking skills required.

e Highly organized, attention to detail, and possess a kind and professional demeanor.

REQUIREMENTS:

Standard office environment and home visits with clients and community meetings. Reasonable
accommodation may be provided to enable individuals with disabilities to perform essential functions. Must
have a valid California driver’s license and reliable vehicle for client or site visits and meal delivery routes
(mileage reimbursed). Physical requirements include standing, sitting, typing, bending, and lifting to
approximately 35 lbs. The noise level in the work environment is moderate. Must have reliable transportation.
Successful candidates for this position will be subject to a background check as a condition of employment.

SUMMARY OF BENEFITS

e 160 hours of Paid Time Off (PTO) Annually- subject to the MOWSD PTO policy

e 11 Paid Holidays Annually

e Medical Insurance - Choice of 4 HMO plans+ 2 PPO through Meals on Wheels Group Plan
e Dental Coverage & Vision Coverage

o Life, Long-Term Disability (LTD), Employee Assistance Program (EAP)

e Flexible Spending Account

e 401 (k) plan, including up to 3% employer matching contribution

TO APPLY:

Please send your letter of interest/cover letter and resume to the Human Resources Coordinator at
humanresources@meals-on-wheels.org. Applications will not be considered complete without both.

Note: This position is considered “NON- EXEMPT” by the Fair Labor Standards Act. This organization reserves
the right to revise or change duties and responsibilities as the need arises. This job description does not
constitute a written or implied contract of employment. Meals on Wheels San Diego County is at “at-will”
employer. Criminal background checks, fingerprinting, and bonding are required.
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