  Catholic Charities, Diocese of Fort Worth, Inc.

Job Posting
Job Title:

Case Manager/Immigration Counselor

Program:

Immigration Consultation Services (ICS)

JOB SUMMARY
The caseworker/counselor’s primary function is to provide legal technical assistance to eligible individuals, as well as clerical and administrative support to the entire Immigration Consultation Services Program, as assigned.   The case worker will also conduct intake interviews and screen prospective clients with diverse ethnic backgrounds for immigration benefits, and assist with the preparation of applications/petitions for individuals who are eligible to apply for immigration benefits.

   REQUIREMENT
Bachelors Degree Required
   QUALIFICATIONS
· Must be bi-lingual (English/Spanish).  Ability to write and speak both languages fluently. 

· Must have good computer skills, including knowledge of and ability to use effectively the internet and Microsoft Office Package.  
· Ability to solicit information and accurately prepare immigration forms/documents and correspondence with USCIS.

· Ability to effectively present information and respond to questions from groups of community partners, managers, clients, and the general public.

· Must be able to build relationships and work effectively with agency staff and diverse community partners. 
· One to two years experience with low-income immigrants/refugees and issues affecting them are preferred.
· First level of accreditation status by the Board of Immigration Appeals or ability to obtain within 6 months is required.
· Preference will be given to candidates who have had experience with immigration issues/benefits/process. 
· Must keep all client and employee information confidential.
Work Hours and location:

Regular office hours are 8:00 a.m. to 5:00 p.m., Monday through Friday. However, fulfillment of the responsibilities of this position may require some work in the evenings and on weekends.  

Interested persons should mail, fax, or email a resume and salary requirements to:

Catholic Charities, Diocese of Ft. Worth, Inc.

Attn: Connie Blume
     2701 Burchill Rd. North

  Fort Worth, TX 76105

  Fax:  (817)-536-1556

            Email: cblume@ccdofw.org

Posting Date: 
September 10, 2007
Closing Date:
September 24, 2007
