
JOB DESCRIPTION 
Social Worker- Intake and Relocation Services 

 

As part of a multi-disciplinary team, this position is responsible for initial intake services, 
assessment and referral, oversight of the information and referral services and facilitation of 
the relocation program. This position reports directly to the Executive Director and will be located in 
the Colwood MFRC. 
 
Responsibilities  
Program/Community Development  

♦ Using MFS national policy and standards continue to develop the PSI Program for the MFRC based 
on the needs of the community. 

♦ Coordinate and facilitate the various program areas attached to the program; Relocation programs, 
information and referral services, social and mental wellness programs. 

♦ As part of the multi-disciplinary team, identify and develop areas for future program development in 
the areas of prevention and intervention (with a particular focus on relocation programming). 

♦ Identify creative ways to provide service delivery options to a widespread client group (ie Web, etc) 

♦ Write articles for the MFRC website, activity guide, and community organizations / programs as 
required. 

♦ In collaboration with the Coordinator of Volunteers, orientating, training and supervising of all 
volunteers who assist with program service delivery. 

♦ Ensure program intent, delivery and standards are followed 

♦ Plan for adjustments and improvements to the program 

♦ Coordinate short and long term planning of the program 
 
Client Relations 

♦ Provide intake services to clients seeking support from the MFRC PSI program 

♦ Respond to clients in a timely manner 

♦ Assess individual situations that are brought to the Centre and develop an appropriate action plan. 
 
Information/Referral Services and Relocation Program Management 

♦ Hire and train Information and Referral staff as required. 

♦ Supervise a team of full time and casual staff working daytime, evenings and weekends. 

♦ Ensure excellent customer service standards are maintained. 

♦ Offer workshops and information sessions that help families deal with the challenges associated 
with relocation (healthcare, employment, education, etc). 

♦ Ensure information services are current, relevant and meet the needs of the community and internal 
staff 

 
Networking 

• Maintain an information sharing network with; 
a) MFRC program coordinators,  
b) Military service providers,  

• Facilitate on-going outreach visits to community agencies/resources and track connections. 

• Serve as the MFRC representative on identified committees. 

• Actively engage in community partnerships including education, group facilitation and service 
delivery. 

• In collaboration with Universities and Community Colleges, orienting, training, coaching and 



supervising of practicum students. 
 

Monitoring and Evaluation 

• Developing a method of collecting statistics, trends and demographic information that ensures 
confidentiality for program participant as well as being compatible with the overall evaluation 
plan for the MFRC.   

• Ensuring that monthly clinical supervision is accessed 

• Meet monthly with PSI team to review trends and coordinate programs/service delivery options 

• Meet monthly with program coordinators to review organizational programs/services, trends 
and future planning. 

• Evaluating services informally on an ongoing basis and formally on an annual basis and 
developing annual goals and objectives for the program area that are outcomes based and 
measurable.  

• Submit monthly and quarterly reports.  

• Maintain case management database –including on-going written documentation, reports, and 
correspondence. 

 
Other  

• Undertake any secondary tasks and responsibilities deemed necessary for the efficient 
operation of the organization, its programs and buildings. 

• Facilitate multiple evidenced based preventative group programs for children, adolescents, 
adults and families. 

• Prepare and deliver presentations. 

• Attend in-services for community agencies as requested and engage in educational group work 
involving people from a variety of professional, academic and cultural backgrounds.  

• Enhancing professional expertise by membership in applicable professional organizations and by  

• Attend on-going professional development opportunities.  

• Actively participate at all staff meetings 

• Perform other duties as required 
 
Competencies and Behaviours 
In order to successfully meet the requirements of the position, the following competencies and 
behaviours must be demonstrated. 
 

• Believes in and practices the mission, goals of the program 

• Ability to work as a positive member of the program team, facilitating a team environment 
through personal behaviour, work contributions and the sharing of experience and knowledge 

• Participates in the developing of new ideas and methods for program enhancement and has the 
ability to adjust and adapt to changes 

• Maintains a constant awareness of the “client” and exhibits recognition and appreciation of 
their needs with the ability to achieve results with positive outcomes for families accessing the 
program 

• Ability to be energetic, resilient and maintains a sense of humour when personal resources are 
challenged 

• Excellent crisis intervention skills and facilitation skills 

• Case management and confidential record keeping practices 

• Excellent analytical and problem solving skills 

• Achieves results with positive outcomes for individuals and families within the program 



• Ability to meet deadlines in a timely and efficient manner 

• A high degree of personal initiative with good planning and organizational skills 

• Maintains timely and accurate files 

• Has the ability to adjust to the ever changing needs and handle multi-tasks efficiently 

• Continuing personal and professional development in related areas 

• Actively incorporates volunteers into the program area 
 
Desired Knowledge, Experience and Education 

• Relevant education and experience in social work, counseling or related field and a minimum of 
two years related experience  

• Experience with supervision of staff. 

• Program management skills 

• Ability to network with community resources  

• Ability to develop and manage intervention programs and resources to respond to families in 
crisis 

• Excellent interpersonal and assessment skills  

• Excellent written and oral communication skills (public speaking skills required) 

• Ability to work with individuals, couples and families 

• Sensitivity and tact in dealing with people under stressful conditions 

• Experience in group facilitation skills   

• Team player 

• Willingness to work flexible hours 

• Knowledge of the unique challenges of the military family lifestyle and proficiency in French are 
considered an asset 

• Participating in continuing education related to assigned responsibilities. 
 
Working Conditions 

• The position is required to sit at a computer for long periods of time.    
• Ability to be confident around infants and children, adolescents and adults. 
• Client needs and work volume may require more than the schedule work hours to complete 

essential duties of this job.  
• Involvement in community work, advocacy, crisis intervention and investigation, seminars and 

workshops may require evening or weekend work. 
• Work requires dealing with emotionally volatile situations 
• The noise level in the work environment is moderate to moderately high.  
• The position is located primarily indoors 
• There may be some stairs involved in the physical location of the position.  Not all locations are 

wheelchair accessible. 
• Direct practice may include interviewing clients in their homes, group work, attending meetings 

and co-ordinating services with other helping professionals and community agencies. 


