
 

SOCIAL WORKER III 

CHILDREN SERVICES INTAKE 

SOCIAL SERVICES 

 

GENERAL STATEMENT OF DUTIES 

The primary purpose of this position is to receive reports and gather all pertinent, attainable 

information with reference to possible child abuse, neglect, or dependency that may be occurring in 

problematic families.  This information may come from a multitude of sources, including phone 

calls, mail, or in-person reporting.  After documenting the information given, the employee reviews 

the information with a supervisor for a decision as to whether the report will be accepted for 

investigation.  This employee is responsible for researching any history of involvement the reported 

family has had with protective services and making a recommendation to the supervisor for 

acceptance/screening based on the reported information along with the legal statutes that apply.  In 

all circumstances, this employee is responsible for making appropriate referrals to other available 

resources and/or agencies in the community that may be of help.  This employee sets up case files 

inserting all applicable forms and information, and then assigns cases to an investigative social 

worker.  Case assignments are based on a rotational system which may be altered, as needed, with 

respect to work days, leave, complexity of last assignments, training, etc.; and this employee is 

responsible for evaluating these factors and making reasonable decisions.  This employee also 

receives cases that are transferred in from other counties, including:  investigations, case 

management, and foster care and assigns them to social workers based on rotation. 

 

EXAMPLES OF DUTIES PERFORMED 

Aside from taking protective Services reports (see above) the social worker in this position receives 

a substantial number of daily phone calls from individuals requesting information or referral to 

appropriate resources.  These calls often include, but are not limited to:  custody issues, parenting 

classes, child care, child abuse and neglect law, undisciplined behaviors, community resources, 

juvenile court issues, guardianship of children, court procedures, and investigative procedures.  This 

employee also tracks the caseloads of all the Child Welfare Teams and handles numerous inquiries 

from the agency receptionist, telephone switchboard, and general public with reference to which 

social worker is responsible for a particular family. 

 

The social worker in this position is responsible for keeping monthly and annual statistics regarding 

child protective services investigations/assessments.  This employee collects, assimilates, and 

prepares reports from the previously mentioned information for distribution to all Family Services 

Supervisors and the Program Administrator. 

 

 

RECRUITMENT STANDARDS 

Knowledge, Skills, Abilities 

Cases are referred to Social Services from a variety of agencies in the community and from 

individuals that have reason to suspect abuse/neglect is occurring.  Many of the individuals making 

referrals may have difficulty in articulating their concerns.  The employee must be very skilled at 

extrapolating detailed information from individuals.  This information is extremely important in 

helping us assess the risk and determine the level of response and/or essential services that may be 

needed.  Documentation is critical.  This employee must have excellent skills in coordinating work, 

and must always process child protective services reports taken in a timely fashion in order to meet 

state-mandate response times.  The employee must be able to clearly articulate and repeat 

information that has been given to him/her by the reported. 



 

 

This employee must have knowledge of CPS case work and processes as well as knowledge of 

community resources and services.  This person must be skilled in the areas of listening, collecting 

information, assembling relevant facts and documentation; discussing sensitive or emotional 

subjects in a supportive manner; and creating and maintaining professional helping relationships. 

 

MINIMUM EDUCATION/EXPERIENCE 

A Master’s degree from an accredited school of Social Work and one year of related experience; or 

a bachelor’s degree from an accredited school of Social Work and two years of related experience; 

or a four-year degree in a human services field or related curriculum and at least 15 semester hours 

of courses related to social work or counseling and three years of related experience; or an 

equivalent combination of education, training and experience. 

 


