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Caregiving Manager 
The Caregiving Manager works to ensure the quality and effectiveness of all aspects of the Caregiving 

program, and promote the overall mission and vision of the organization. The Caregiving Manager will oversee 

all components of Coming Home Connection’s caregiving program, including paid and volunteer caregiving, 

no-cost caregiving and housekeeping programs. 

 

The Caregiving Manager will be supported by the Client and Community Outreach Coordinator and other staff 

with caregiving requests and scheduling, as the demand and office staffing requires.  The Caregiving Manager 

will support the equipment loan program, fundraising efforts and work with the Client and Community 

Outreach Coordinator and Health Navigator on volunteer engagement projects.  The Caregiving Manager 

position is an exempt, salaried position schedule for Monday – Friday 9 a.m. to 5 p.m. primarily working in the 

office, but will also perform home visits one a week or as needed and on occasion will support Coming Home 

Connection events outside of the office. 

Position Responsibilities 

Caregiving Clients 
The manager is responsible for: 

 Answering all inquiries regarding caregiving  

 Performing client intake 

o Recording client information 

o Align in-take questions with Generations  

o Obtaining signed consent for care form 

o Ensure an in-home visit is completed prior to any caregiver placement  

 Create file for new and potential clients in Generations  

 Manage paper filing system for clients 

 Regular in-home client visits to assess client needs and monitor quality of services 

Caregivers 
The manager is responsible for: 

 Using “Indeed” and other platforms, performing on-going recruitment of caregivers  

 Screening potential caregivers 

o Perform in-person interviews (or remote if necessary)   

o Perform background checks using PreCheck or other platform/company 

o Perform reference checks  

 Orienting caregivers to CHC policies and procedures to independent contractors  

o Reporting hours 

o Volunteering  

o Peer learning  

o Mandatory trainings  

 Maintaining caregiver electronic files (Generations) and paper files 

 Training all caregivers 

o Work with staff and LPN/RN to develop agenda for trainings  

o Use input from caregivers to determine content and speakers  
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o Schedule trainings  

 Assign caregivers suitable placements and work to ensure no open availability 

o Assist with new caregiver resumes, scheduling and hosting interviews 

Housekeeping Program 
The manager is responsible for: 

 Recruiting, vetting and training housekeepers 

 Conferring with staff and partners to identify housekeeping clients 

 Assigning housekeepers 

 Monitoring housekeeping 

 Approving invoices and submit for payment every two weeks 

 Performing occasional home visits to verify quality of services  

No-Cost Caregiving Program 
The manager is responsible for: 

 Working with staff and partners to identify eligible clients 

 Assigning caregivers 

 Monitoring caregiving 

 Approving invoices and submit for payment every two weeks 

 Performing occasional home visits to verify quality of services 

Data, Monitoring & Evaluation 
The manager is responsible for: 

 Tracking caregiver hours in Generations and work with volunteer coordinator to track volunteer hours. 

 Providing data on caregiving as needed for proposals, reports and communications  

 Keeping colleagues informed about caregivers and their strengths and weaknesses, and of relevant 

changes in their capacity to fulfill placements. 

Support Durable Equipment Lending Program  
The manager is responsible for: 

 Oversight and management of the Durable Medical Equipment Lending closet and activities in conjunction 

with all Coming Home Connection employees 

Support Colleagues and Organization 
The manager will: 

 Suggest ideas for improving services and program development  

 Assist with fundraising (events, mailings, etc.) 

Qualifications  
 Excellent interpersonal skills to facilitate client assessments and intakes while conveying compassion 

and respect for clients and caregivers  

 Ability to convey organization’s vision and mission to the public, caregivers and clients 

 Experience building a team of independent contractors 

 Networking and collaboration mindset and skills  

 Experience scheduling and tracking hours 

 Facility with database and data collection/analysis 

 2 – 5 years’ experience with caregiving, working with older adults, health care or similar industries 

 Group facilitation and training skills 

Starting salary range is $47,000 - $54,000 based on experience and familiarity with the clientele.  Send your 

resume and cover letter to info@cominghomeconnection.org with Caregiving Manager in the subject line. 


