
COMMONWEALTH OF PENNSYLVANIA  
STD-370                                   REV. 8-83 

JOB DESCRIPTION   
1.  NAME OF EMPLOYEE (LAST NAME FIRST) 
 
 

 
2.  SOCIAL SECURITY NUMBER 

 
3.  REQUEST INITIATED BY 
      EMPLOYEE 
        AGENCY 
      OFFICE OF     
              ADMINISTRATION          
          

   4.  DEPARTMENT   BUREAU    DIVISION    HEADQUARTERS  
         
      YORK COUNTY CHILDREN AND YOUTH SERVICES       100 WEST MARKET ST. YORK, PA 17401  

 
5.  PRESENT CLASS TITLE 
    COUNTY CASEWORKER 2 – PRN 

 
POSITION NUMBER 

021-Y767-L0624 
                                                                                                                    
7.  Describe in detail the work you do, listing the most important duties first.  Try to explain your work in a way that someone unfamiliar with your job can understand.  (If you use machines or equipment, please list 
them and the    approximate amount of time you use them.)  Use as much additional paper (8 1/2 x 11) as you need. 

               
JOB PURPOSE: 
 
The purpose of this position is to obtain essential information, counsel clients and members of their families, and help them utilize all available 
resources. Work also involves the application of problem solving techniques, providing counseling to maximize service delivery and to achieve 
service plan goals, monitor client behavior, and interact with agencies, which make up the service network. Work is performed in accordance with 
established regulations, policies, and procedures, but employees are expected to exercise initiative and judgment in discharging their duties. 
Supervision may be exercised over paraprofessional and/or clerical staff. Work is reviewed by a professional social service or administrative 
supervisor through regularly scheduled individual and group conferences, and the review of records and reports. 
 
 
DUTIES AND RESPONSIBILITIES: 
 
Obtains information from clients, members of their families, and others, necessary for the identification of social, economic, emotional, health or 
physical problems and for assisting clients in obtaining a side variety of services on the basis of establishing policy, regulations and statutes.      
Provides casework and counseling services to clients and members of their families to aid them in achieving a more satisfactory adjustment to 
their specific problems or situations. 
Provides protective and supportive services for abused or neglected children and adults.  
Prepare documents and provides testimony in Court according to agency procedure. 
Provides protective and supportive services for clients who are in situations detrimental to their well-being or that of the community, or who are 
undergoing treatment or hospitalization. 
Participates in team meetings for the purpose of developing service plans to address the needs of client and their families. 
Continually assess the adequacy of client service plans and revise, when necessary, to achieve goals and objectives.  
Identifies appropriate community resources for clients, refers and links them to those resources, and advocates on behalf of clients for resource 
service delivery.  
Works collaboratively with social agencies, hospitals, clinics, courts and other community resources. 
Teaches clients home and budget management, child/adult care and parenting skills and assists with housing, employment, recreation and 
living arrangements, as required. 
Interprets agency programs, policies and procedures to individuals, groups and other agencies. 
Perform related work as required. 
 

 
 
 
CERTIFICATION: 
 

I certify that to the best of my knowledge all statements shown above are correct. 
 
 
 

                                                                                                                                                                                                                                                            
 SIGNATURE OF EMPLOYEE        DATE                        

 
 
 
 
 
 
 
 
 
 
  
8.  Describe how you are supervised by telling how your work is assigned and how your supervisor reviews your work. 
 
Employee will meet with the supervisor at a regularly scheduled meeting. Meetings will be scheduled on an as-needed basis for special projects or issues. 
 
 
 
 



  
9. Prepare an organization chart and identify your supervisor and all employees whose performance rating you sign by names and class titles.  If you are not a supervisor, your supervisor must complete this 

part and identify his supervisor and all his subordinates. 
 
 
 
 
 

SEE ATTACHED CHART 
 
 
 
 
                   0                     Total number subordinates reporting to you 
  
10. Describe the kind of supervision you give the employees on the above chart by explaining the type of work assigned and the type of work review exercised.  If you are not a  

supervisor, your supervisor must complete this part for all employees shown above. 
 
Supervisors will have regularly scheduled, weekly meetings with new caseworkers until the six-month probationary period is over. 
 
 
 
 
 
 
 
 
 
 
 
  
11. FOR THE EMPLOYEE’S IMMEDIATE SUPERVISOR:  Review your subordinate’s statements.  You may make any comments or include any information you feel is appropriate or would  

be helpful.  Use additional paper if needed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
EMPLOYEE’S IMMEDIATE                                    CLASS 
SUPERVISOR”S SIGNATURE                                                                                                        TITLE                                                                               DATE                                  
  

TO BE COMPLETED BY THE CLASSIFYING AUTHORITY 
APPROVED POSITION CLASSIFICATION 
 
 
   

REVIEWING ANALYST’ SIGNATURE 
 
DATE 
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