
TOMPKINS CORTLAND COMMUNITY COLLEGE 
 
 

POSITION TITLE GRADE PAGE 
Case Manager      4 1 of 2 
         
 
ORGANIZATIONAL UNIT REPORTS TO APPROVED BY 
Health & Wellness Services  Director of  Board of Trustees 
  Wellness  March 16, 2023  
 
SUMMARY 
Provide case management and intervention for students presenting to Health and Wellness 
Services or arising with concerns through the CARE Team. Serve as a member of the CARE 
Team and collaborate with faculty and staff to identify students in need of case management, 
intervention and follow-up. Serve as a member of Health and Wellness Services and collaborate 
on the development and delivery of health and wellness promotion initiatives. Address the needs 
of students who have challenges with mental health, crime victimization, relationship 
violence/sexual assault, economic concerns, social adjustment, and others through a variety of 
interventions, referrals, and follow-up services. Build and foster relationships with internal and 
external stakeholders with a holistic approach to student and campus support. Establish and 
maintain collaborative and consultative working relationships within the College. Facilitate 
Stepped Care mental health supports including group counseling. Assist with data collection, 
analysis and reporting. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 
1. Respond to daily case management functions including but not limited to: student 

emergencies; consultations with members of the College community; and parent/student 
inquiries and concerns. 
 

2. Conduct initial screenings and assessments to determine students’ needs and formulate and 
recommend action plans. Maintain ongoing relationship with students consistent with action 
plans. 

 
3. Provide management and oversight of records and files pertaining to student case load.  

Ensure that records and data are up-to-date and maintained in accordance with College 
policies and federal and state regulations. 

 
4. Respond to urgent student concerns during business hours. 

 
5. Assist in the development and implementation of departmental policies and procedures 

including but not limited to case management policies and protocols, outreach and education, 
campus health and wellness initiatives, and departmental publications. 

 
6. Serve as a member of the CARE team and provide regular updates regarding specific cases. 

 
7. Assist in developing and implementing training and outreach programs for the campus 

community, and serve as a resource providing workshops and presentations. 
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8. Develop and maintain cooperative and collaborative relationships with faculty, staff and 

students with regard to case management policies and procedures; establish ongoing 
collaborations for the early identification and intervention with at-risk students and students 
in distress. 

 
9. Work directly with Campus Police, Health and Wellness Services, Access and Equity 

Services, and other areas on direct interventions with students. 
 
10. Assist in preparing reports and analyses as requested. 

 
11. Facilitate medical leaves, withdrawals, and returns to the College following a medical leave. 

 
12. Facilitate student issue-related groups, e.g. substance use, eating disorder, grief, etc. 
 
13. Initiate positive, collaborative relationships on-campus and with appropriate community 

agencies, including human service agencies to enhance program functions. 
 

14. Serves on various committees as appropriate and performs other job-related tasks as 
assigned.   

 
 
SUPERVISION 
Types Supervised (check each category):  Indicate number in each category:  
    __     Classified Staff       ___ # of Classified Staff 
      _    Administrative         _  _ # of Administrative  
            Faculty                 _# of Faculty 
     X__ Adjunct faculty, students, etc.       1-3_  # of Adj. faculty, students, etc. 
 
MINIMUM QUALIFICATIONS 
Bachelor’s degree in psychology, social work, or a closely related field, and a minimum of four 
years of experience. Demonstrated knowledge of case management systems and experience 
working with young adults or college students. Experience working with a diverse population. 
 
PREFERRED QUALIFICATION 
Master’s degree in social work, counseling, or a closely related field, and two or more years of 
experience working in higher education.  Experience working on a BIT/CARE Team or similar 
entity. 
 


