
 
 

CASE MANAGER INTERN 
ParentJobNet 

New York, NY  10025 
    

ParentJobNet is looking for driven committed college students who have an interest in public service. 
 
ParentJobNet is a non-profit 501(c)(3) organization (www.parentjobnet.org) working in NYC public schools and 
empowering parents with the programs and services they need for job readiness, job connection, and financial 
security. Through targeted classes, workshops, networking events, and career counseling, we serve the 
community and strengthen families. 
 
The mission of ParentJobNet is to help educate, prepare, and connect low- to-moderate-income public school 
parents with job opportunities and other economic resources to empower them to build financial security and 
peace of mind to help their children succeed academically.  

 
Current Opening: ParentJobNet seeks a Case Manager Intern to help the organization strengthen the scope 
and effectiveness of workforce development in NYC District 3 school community. The Case Manager will work 
closely with the Career Counselor and other key staff members to assist clients with connecting to job 
opportunities and other economic resources.  He/she will be responsible for assisting participants to meet goals 
related to employment and education through financial literacy, job readiness, career exploration, securing 
employment, job retention, and career planning as well as through application, enrollment and sustained 
engagement in educational or vocational programs.   
 
Responsibilities: 
  Meet with participants to address issues, challenges and successes in an effort to strengthen participant's 

capacity for long-term self-sufficiency 
  Assist in tracking and monitoring participant progress 
  Follow up with participants through mentoring and counseling 
  Oversee periodic follow up via telephone, email, and mail correspondence 
  Maintain confidential case records for all participants 
  Document participants' pre and post employment and education progress in the form of progress notes 
  Maintain contact with outside agencies to refer or obtain additional participant services, such as basic or 

higher education or vocational training 
  Conduct collaborative efforts with Workforce Development staff to maximize service delivery 
  Refer participants to career counselor for subsequent employment 
  Provide monthly service outcomes information and supporting documentation to Executive Director for 

reporting purposes as required by funding agencies 
 
Requirements: 
  Bachelors Degree  
  Excellent verbal and written communication skills 
  Commitment/experience working with or implementing direct services with a strong connection working 

directly with families of diverse demographics and cultures, a plus 
  Bilingual (English/Spanish) strongly preferred 
  Excellent analytical, planning, and organizational skills (e.g. developing tracking systems, timelines, work 

plans, etc.) 
  Working knowledge of MS Word, Excel, Google Drive, Yahoo Mail and Internet research 
  Ability to work independently as well as within a group structure 
  

 
Please note that while this opportunity is unpaid, students who meet the necessary requirements will be eligible to 
receive credits or field experience per their university's stipulations.  
 
Hours:  8-10 hours per week. 

 
How to apply 
Email cover letter and resume to info@parentjobnet.org. Please indicate the job title for the position you are 
applying for and the name of your school in the subject line.   


