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Adjustment Case Manager: Phoenix Refugee and Immigration Services 
 
 
General Description:   
 
Recognizing that refugees face many challenges and complex barriers to reaching the goal 
of self-sufficiency and social adjustment and integration to life in the US; this position is 
vital to maintaining service delivery to our refugee clients and families eligible for Sate 
funded services. Reporting to the Resettlement Program Manager, The Adjustment Case 
Manager collaborates closely with Case Managers, Employment Specialists and Intensive 
Case Managers to develop the best possible plan to not only identify but follow through with 
resources, referrals and linkages to appropriate community providers and eligible programs. 
Following the scope of work per the Office of Refugee Resettlement (ORR), this includes 
addressing case management services via the client’s self-sufficiency plan in the risk domain 
areas of health, linkages to public benefit systems, education, employment services, general 
integration services and long-term integration services. The Adjustment Case Manager, will 
be required to work with refugees stemming from all vulnerable population categories 
including but not limited to, the Elderly, experiencing social and psychological condition(s) 
(including emotional trauma resulting from war and Intimate Partner Violence), LGBTQ, 
Physical disability or medical condition(s), Youth at risk, Single-parent household or 
Unusually large families (8+) who have characteristically resided in the U.S. more than one 
year.  Empowering the client to anticipate and navigate their needs independently is a key 
long-term core objective. 
 
The Adjustment Case Manager must possess strong communication and coordination skills, 
excellent problem-solving skills, ability to work as part of a team, establish healthy and 
professional boundaries with clients, and be capable of multi-tasking. 
 
Essential Duties and Responsibilities include the following:  
 
Demonstrates understanding and knowledge of refugee contractual services for the 
successful resettlement of refugee families.  This includes knowledge of the Cooperative 
Agreement, and Department of Economic Security Refugee Program Scope of Work. Provide 
direct case management and/or employment support to target population which requires 
assistance entering or navigating mental health, medical providers, education, training 
programs, subsidized housing, day care, transportation, rehabilitative and emergency 
service programs.  Strengthen service networks and community linkages. 
 
Excellent verbal and written communication skills are necessary. Outstanding time 
management skills with the ability to prioritize and multitask. Provide accurate and timely 
documentation of all services including case notes in required databases, financial 
documents and reports. 
 
Liaise with Case Managers and Employment Specialists with special needs cases, 
stereotypically more than one-year in the U.S., which may require assistance with access to 
treatment and care for latent physical and behavioral health concerns, where conditions 
may arise that did not manifest during the initial health screening or medical appointments.  
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This could also include follow-up with primary care physician (PCP), specialist referrals, 
ensuring that the client is able to navigate healthcare appointments independently.   
 
 
Identify new community resources to be utilized in the resettlement process. Liaise with 
team members to integrate resources into the self-sufficiency plan for all clients. 
 
Coordinate service referrals, Immigration related services, renewals, appointments (i.e. 
medical), and determination of eligibility for services on behalf of the client. This includes 
following up to ensure client is accessing services and addressing any barriers as applicable. 
Maintain periodic communications with clients via home visits, phone calls by working 
effectively with interpreters.  
 
Participate in performance-related goal setting, program outputs or measures to achieve 
program objectives therefore ensuring cultural and social integration and self- sufficiency in 
receiving communities. 
 
Develop and maintain relationships with collaborating agencies, local communities and 
congregations; attend area coalition meetings and community consultations. Represent the 
organization in the community as an industry and issue expert by presenting at workshops 
and trainings and serving on task forces and workgroups. 
 
 
Maintain an established work schedule, including a high level of self-direction and 
responsibility.  
 
Follow internal protocol immediately regarding safety, health, and the environment of the 
member and employee workspace and workplace equipment. 
 
Maintain status for professional credentials. Always Present a professional attitude and wear 
professional attire. 
 
Required Experience, Education, Skills & Abilities   
 

• Experience working with ethnic populations, refugees, asylees, Special Immigrant 
Visa holders as well as other legal immigrants.  

 
• Additional proficiency in identifying high quality training providers, with the aim for 

upskilling service sector workers; collaborating with local workforce development 
organizations, educational institutions and leveraging community resources.  

 
• Innovative approaches to implementation of the program and ensuring that 

participants accomplish their goals is paramount.  
 

• Bachelor’s Degree from accredited university. 
 

• Proficiency with Microsoft applications (Word, Excel & PowerPoint) and databases 
 

• Valid Fingerprint clearance 
 

• Must have a valid AZ driver’s license, a clear driving record for at least 36 months, 
maintain a clear driving record during the time of employment, reliable 
transportation and current automobile insurance. 
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Language Skills:  
 
Individual must have the ability to speak, read and write English. Ability to listen and 
perceive needs, working with people from diverse backgrounds non-judgmentally. Ability to 
speak additional languages preferred. 
 
Mathematical Skills:  
 
Ability to calculate figures and amounts.  
 
Reasoning Ability:  
 
Ability to define problems, collect data, evaluate information, draw conclusions, and take 
appropriate action based on this information.   
 
Individuals with Disabilities 
 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions of this position. 
 
 
The position may include State and National travel 
 
This is a full-time position 
 
Salary: $16.00 per hour 
 
Please submit a cover letter and a resume to: Tracy Outlaw toutlaw@lss.sw.org 
 
Local candidates only, please 
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