
Organization: Cortland YWCA  

Position: Residential Case Manager 

Status: Full-Time 

 

Job Description: 

The Residential Case Advocate coordinates services for incoming clients, determines eligibility 

and services needed; provides advocacy and assistance; assumes responsibilities for the safe 

dwelling, alternate housing, and the people who are receiving residential services. 

Responsibilities: 

1. Represent the YWCA in the community, at meetings, conferences, and other events. 

2. Provide advocacy services to victims of domestic violence, rape, sexual assault, and other 

crimes including services such as: conducting intakes making referrals, providing 

counseling, crisis intervention, safety planning, transportation, accompaniment to 

forensic rape exams, law enforcement interviews, arranging emergency housing for 

victims fleeing domestic violence. Assist clients in filing compensation claims and filing 

family offense petitions. 

3. Assist clients residing at the Safe Dwelling and hotels with initial and follow-up 

appointments at the Department of Social Services; coordinate and communicate, as 

needed, with DSS and other community service organizations regarding unmet needs. 

4. Monitor and assist in maintenance and upkeep of the Safe Dwelling structure and 

grounds, including weeding, shoveling, raking, applying salt to ice. Report maintenance, 

health & safety concerns and work with the Program Director and Senior Case Advocate 

to assure needs are met. 

5. Complete house checks, maintenance checks; maintain temperature logs for the freezer(s) 

and refrigerator(s). Inventory the food pantry, rotate products, coordinate food deliveries 

as needed. Maintain the order of the storage shed and organize donated supplies. Assure 

seasonal items are appropriately stored. 

6. Be actively engaged in site review preparation as well as visits & surveys by funding and 

regulatory agencies. 

7. Work in a cohesive manner with other advocates to maintain an orderly and consistent 

implementation of both operations and services for individuals in emergency housing. 

8. Complete, submit purchase orders for client and operational purposes adhering to grant 

allowances. 

9. Maintain documentation and data collection regarding services provided. Prepare and 

submit monthly reports, Functional Time records. 

10. Participate in orientation of new volunteers, interns, and advocates, as needed. 

11. Plan and facilitate educational groups. Organize informational meetings and special 

events and/or activities with clients of the Safe Dwelling, assist with community 

outreach. Be involved with fund-raising and awareness events. 

12. Attend weekly Aid to Victims of Violence staff meetings as well as required/mandatory 

training, seminars, conferences. Perform on-call duties as scheduled. Transfer hotline as 

per office policy at the beginning and end of each shift providing staff with updates at the 

same time. 



Qualifications 

Bachelor’s Degree in Human Services or related field preferred; Associates Degree in Human 

Resources or related with 1-year experience is acceptable 

Working Conditions 

Conditions may exist that present exposure to infectious disease; light to moderate physical 

lifting; night driving/driving into unfamiliar areas and in inclement weather; interactions with 

clients in crisis. 

Schedule 
The typical work schedule includes after-hours on-call (nights, weekends holidays) as well as 

some daytime 

To Apply 

To apply, please email your cover letter, resume and three professional references to Kelly Tobin 

at kelly@cortlandywca.org 
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