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WICHITA AND AFFILIATED TRIBES 

POSITION DESCRIPTION 

 

 

TITLE:  FAMILY AND CHILDREN SERVICES CASEWORKER 

 

SUPERVISOR: FAMILY & CHILDREN SERVICES DIRECTOR    

 

GENERAL DESCRIPTION:  Under the direction and supervision of the Family & Children 

Services (FCS) Director. Performs all duties as outlined below which are related to the position 

of Caseworker for the following programs: Indian Child Welfare (ICW), Title IV-B Child 

Welfare Services (CWS), and Title IV-B Promoting Safe and Stable Families (PSSF). 

 

DUTIES & RESPONSIBILITIES: 
 

1. Responsible for the composition of general correspondence, responses to various types of 

inquiries and memoranda, court reports and other various documents as requested to be 

signed by Director and maintaining a copy of all outgoing correspondence for filing. 

 

2. Assists the Director in carrying out the proposed goals and objectives of ICW, CWS, and 

PSSF Programs and maintains data to be used in monthly, quarterly and annual reports. 

 

3. Will maintain a high level of client confidentiality on all client matters and ensure 

compliance with the Privacy Act by signing Confidentiality Agreement and abiding by 

policy. 

 

4. Review applications for financial assistance, request additional information as needed, 

obtain Release of Information forms as required, and provide recommendations of 

approval/denial to the Director. 

 

5. Confirm eligibility for enrollment of children who have been referred or who may be 

receive services through the FCS Programs and prepare a timely response when 

eligibility verification is received; create and/or maintain ICW Referral File. 

 

6. Create and maintain client case files in central location after applicant has been approved 

for services; document all client activity by date, time, person contacted, and other 

pertinent information on narrative form. 

 

7. Perform comprehensive case management by identifying the issues, needs, and factors 

pertinent to each child welfare case; referring clients to outside services and performing 

active efforts for reunification. 

 

8. Assists in finding placement for child(ren) in State and/or Tribal custody by: gathering 

information and preparing  a list of extended family members, contacting available foster 

homes or other residential facilities.  

 

9. Conduct family assessments, homestudies and monthly home visits. 
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10. Appear at scheduled hearings involving Wichita children alleged to have been abused or 

neglected, provides advocacy, and keep biological/foster parents informed of upcoming 

court dates. 

 

11. Prepare case plans, service agreements, referrals to other agencies for needed client 

services, monitor case and prepare progress reports and/or obtain progress reports from 

other resource agencies. 

 

12. Transport family members for various reasons (appointments, purchases, etc.) when 

needed and children in Tribal custody to new placements; may also have to transport 

children to various appointments when foster parents are not available. 

 

13. Coordinate with and/or offer assistance to DHS Workers and Tribal parents when a child 

abuse and neglect referral of a Wichita Tribal child has occurred under State Jurisdiction. 

 

14. Consult with Director, appropriate CFR staff (for legal guidance in regards to 

intervention and transfer of Wichita Tribal Child Welfare matters occurring under State 

Jurisdiction) and BIA Child Protection workers for any matters related to child welfare as 

needed. 

 

15. Assist the Director in recruiting individuals to become foster parents, providing and/or 

coordinating training to foster parents, and referring those interested in becoming a 

Therapeutic Foster Parent to appropriate resource for training. 

 

16. Will be the liaison for compliance with the Tribal/State Agreement for Foster Care 

Reimbursements; will be responsible for processing required paperwork to appropriate 

agency for starting foster parent reimbursements, terminating foster parent 

reimbursements, and any other tasks relative to foster parent reimbursements. 

 

17. Maintains a schedule of appointments for court dates, counseling, visitations, etc. 

 

18. Assist callers with answers to routine questions regarding programs, refer more complex 

calls to Director for appropriate response and maintains a log of all incoming/outgoing 

calls on a daily basis. 

 

19. Will perform other duties as assigned or as required to fulfill Program objectives.  

 

QUALIFICATIONS: 

 

1. Must have Baccalaureate Degree in Sociology, Psychology or related field or a minimum 

of at least 48 college hours. Work experience in child welfare casework, child abuse and 

neglect indicators may substitute for college degree, in part. 

 

2. Must be knowledgeable of court procedures, legal terminology, case management, and 

have some knowledge of Federal, State, and Tribal laws pertaining to ICW and litigation 

proceedings. 
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3. Must have ability to establish close liaison with collateral contacts, court personnel, 

service providers and persons involved in various aspects of child abuse and neglect, 

including such factors as sexual abuse, assault, substance abuse, and domestic abuse. 

   

4. Ability to work flexible hours and willing to work after 5:00 PM and on weekends when 

necessary. 

 

5. Must possess oral and written communication skills, an outgoing personality; be able to 

communicate effectively with professionals, supervisors, clientele; Indian and non-Indian 

communities, other agencies and the general public. 

 

6. Must be knowledgeable concerning practices relating to office procedures and legal 

research, have the ability to organize and maintain clear and concise records. 

 

7. Must have at least three (3) years of clerical work experience, be able to type at least 40 

wpm, and be computer literate. 

 

8. Must possess a valid Oklahoma State Driver’s License and successfully pass a drug-

screening test; must pass an OSBI and criminal background investigation in accordance 

with P.L. 101-630, Section 408 (a) & (b) – cannot have any convictions related to drugs, 

felonies, or crimes against a child. 

 


