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Home Healthcare - Client Care Coordinator
Company Name: [INSERT COMPANY NAME HERE]
Department: Home Care
Reports to: Office Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
We're looking for a Client Care Coordinator to look after our non-medical home care clients. You'll meet new clients and families at home, write their care plans, match them with the right caregivers, check on the quality of care, and be the person families call when something needs to change.
2. Essential Duties and Responsibilities
1. Visit new clients at home to learn their needs, routines, and home setup, and write a care plan with tasks and hours.
1. Match clients with caregivers by skills, schedule, location, and preferences, and introduce the caregiver at the first visit.
1. Check in with clients and families after the first week and on a regular schedule after that.
1. Arrange supervisory visits by an RN or supervisor where your state or payer requires them.
1. Update care plans when needs change, and suggest a call to the physician or our home health team when a client may need skilled care.
1. Work with Medicaid waiver case managers and long-term care insurers on authorized hours and the care notes they need.
1. Handle family concerns and caregiver complaints, and fix them with the Scheduler.
3. Key Tasks / Daily Activities
1. Call families of new clients to see how the first visits went.
1. Make [1–3] home visits for assessments, care plan updates, or check-ins.
1. Read caregiver notes for changes such as falls, missed meals, or new confusion.
1. Work with the Scheduler on caregiver changes and hard-to-staff cases.
1. Update client records and care plans in [your home care software].
4. Key Performance Indicators (KPIs)
1. Client retention: [your target].
1. New clients introduced to their caregiver before the first shift: [your target].
1. Family concerns resolved within policy: [your target].
1. Care plans reviewed on schedule: [your target].
5. Required Qualifications and Skills
1. [2+] years in home care, assisted living, social services, or care coordination.
1. Comfortable visiting clients at home and talking with families about hard topics, such as declining health or the cost of care.
1. Keeps many clients' care plans and caregiver matches current at once.
1. Valid driver's license, auto insurance, and dependable transportation for client visits.
1. Passes a background check as your state requires, and keeps client information private.
6. Preferred Experience
1. Experience as a CNA, home health aide, LPN, or RN.
1. Knows Medicaid waiver programs and long-term care insurance claims in [your state].
1. Experience with dementia care or clients at high risk of falls.
1. Has used home care software such as [your software].
7. Physical Requirements
1. Driving to client homes and walking into homes with stairs and uneven entries.
1. Office work at a computer between visits.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Split between the office in [branch city] and client homes across [your service area].
1. Regular hours: [Monday through Friday], with evening calls from families as needed.
1. On-call rotation for home care call-offs and client concerns: [your rotation and on-call pay].
1. Mileage for client visits: [your mileage policy].
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new client care coordinator gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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