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Support and Service Coordinator    
 Human Services
       
Oneida County is accepting applications to fill a full time (40 hours per week) Birth to 3 Support and Service Coordinator position within the Oneida County Human Service Department.  Oneida County Human Service is a Trauma Informed Agency that empowers, educates and supports agency staff to provide services in a caring, compassionate and safe environment.  

JOB DUTIES:  This position provides service coordination through Wisconsin’s Birth to 3 Program for infants and toddlers with developmental delays or disabilities and their families. This position facilitates evaluation and assessment, develops and monitors Individualized Family Service Plans (IFSPs), coordinates multidisciplinary service delivery, and ensures compliance with federal (IDEA Part C) and state (DHS 90) regulations. 
This role requires independent judgment, strong organizational skills, and the ability to navigate complex systems. Coordinator will manage high-touch caseloads while balancing regulatory timelines, interdisciplinary communication, documentation requirements, and family-centered practice.  Training and supervision will be provided. 

Oneida County Human Services provides services to Forest, Oneida, and Vilas Counties.  This position will primarily serve Oneida and western Vilas County.

EDUCATION AND QUALIFICATIONS: Bachelor’s degree required, with a preference for specialization in Social Work or related Human Service field. Two years’ experience working primarily with children with developmental delays or disabilities, with five years’ experience highly preferred.  Experience in home visiting, working with state and/or county human services systems, team-base service delivery models, coordinating scheduling between families and providers and knowledge of cultural differences preferred.

WAGES AND BENEFITS: Starting 2026 wage of $27.99 per hour or higher, dependent on previous education and work experience.  Benefits include full Health Insurance benefit, participation in the Wisconsin Retirement System (WRS), affordable dental and vision insurance and a PTO (Paid Time Off) package with the ability to carry unused PTO into future years.  

WORK HOURS AND SCHEDULE:  This full-time position works Monday-Friday, 8:00 am to 4:30 pm with some scheduling flexibility.  Limited remote work options are available. 

HOW TO APPLY: Complete job description and required Oneida County application is available at www.oneidacountywi.gov under the Employment tab.  Completed application and any resume or transcripts should be mailed to Oneida County LRES, P.O. Box 400, Rhinelander, WI 54501 or emailed to KLPayne@oneidacountywi.gov.  Please call 715-369-6299 with questions.  

Deadline to apply is Monday, March 30, 2026 at 8:30 AM.
Oneida County is an Equal Opportunity Employer.    
Oneida County
Job Description
 
Job Title: 	Support and Service Coordinator   
Class Title: 	Support and Service Coordinator   
Department: 	Human Services
Reports To: 	Children’s Community Services Manager
FLSA Status: 	Nonexempt
Prepared By: 	Beth Hoerchler, Director Human Services
Prepared Date: 	February 2026
Approved By: 	Jenni Lueneburg, Employee Services Director
Approved Date: 	February 2026
Reviewed Date:	__________________________________________________
 

SUMMARY    This position primarily provides Birth to 3 Program service coordination to children with developmental delays or disabilities and their families including evaluation, assessment, service plan development, and provision of follow-along/service coordination services. It serves children with developmental delays or disabilities and coordinates with local school districts and community partners.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

Provide comprehensive needs assessments for infants and toddlers referred to the Birth to 3 Program.
Facilitate and participate in the development, review and evaluation of Individualized Family Service Plans (IFSPs) and Transition Plans.
Provide on-going service coordination, supervision, monitoring, and follow-along to each assigned case.
Coordinate the performance of Birth to 3 assessments, screening, and evaluations as necessary.
Coordinate complex scheduling across families, therapists, and community partners to ensure timely service delivery.
Participate in team-based clinical meetings (minimum three per month) to support collaborative decision-making and child progress review.
Respond to emergent situations as they arise.
Coordinate with community service providers, such as medical and other health care providers, as necessary.
Act as a family advocate, ensuring access to rights and procedural safeguards when necessary.
Perform thorough and timely documentation of all activities as required by various fund sources.
Complete mandatory record/case reviews and maintain compliance with federal and state timelines.
Participate in a Primary Coach Approach to Teaming for the Birth to 3 Program, including providing and receiving colleague-to-colleague coaching.
Facilitate access to service and coordinate and monitor the timely provision of services.
Bring issues of concern to Developmental Disabilities Administrator in a timely manner.
Report suspected abuse to Child Protective Services and Developmental Disabilities Administrator and complete required documentation. 
Complete Targeted Case Management case notes in an accurate and timely manner by the 5th of the following billable month.   
Represent and/or present the Birth to 3 Program in community outreach events, presentations, and interagency meetings as assigned.
Contribute to program improvement and quality assurance initiatives. 
Extensive travel within a rural, multi-county service area.

Any other duty as assigned.

QUALIFICATIONS To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Provide supportive, family-centered services within a coaching-based early intervention model to children and their families in the Birth to 3 Program.
Provide information and referral services as necessary.
Attend staff meetings, and quarterly state Birth to 3 regional meetings.
Complete agency required paperwork and forms.
Comply with privacy laws and requirements under HIPAA regulations and understand the consequences of non-compliance. 
Knowledge of IDEA Part C, DHS 90 and related compliance partners.
Gather and review all available developmental and health records and documents.
Meet with families and describe the purpose and scope of early intervention.
Assist and enable the child’s family to receive the rights, procedural safeguards and services authorized to be provided by the State.
Facilitate timely transition planning to support the child’s transition to preschool and or appropriate community services by their third birthday.
Ensure that all required data is entered into the PPS web site, and that the data is accurate, complete and timely. 
Ensure the completion of the Child Indicator Summary form at or near and the eligible child’s entrance to and exit from the early intervention program. 
Accept and provide colleague to colleague coaching within a team based, primary provider model
Coordinate with the multidisciplinary team, and other team members to ensure that information is shared with the family and, as appropriate, core team members. 
Have a flexible schedule with families to meet Individualized Family Service Plan (IFSP) outcomes.
Develop and maintain positive relationships with program participants, staff, collaborating partners, programs and state agencies.
Strong organizational and logistical coordination skills.




EDUCATION and/or EXPERIENCE   
Bachelor’s degree in Social Work or a related Human Services field required.
Preference for:
1. Two years’ experience working primarily with children with developmental delays or disabilities. Experience within the last five years preferred.
2. Experience in home visiting or providing services in natural environments.
3. Experience working within state or county human services systems, including familiarity with regulatory standards, Medicaid and documentation requirements.
4. Experience participating in transdisciplinary or team-base service delivery models.
5. Familiarity with Primary Coach Approach to Teaming.
6. Experience coordinating complex scheduling across families and multiple providers.
7. Experience presenting to community groups and building collaborative partnerships with medical providers, schools, or other agencies.
8. Knowledge of cultural differences and adaptation of planned programming based on such knowledge.   

LANGUAGE SKILLS    
Excellent verbal and written communication skills.

MATHEMATICAL SKILLS    
Good mathematical skills.

REASONING ABILITY    
Ability to effectively communicate orally and in writing.
Ability to establish and maintain effective working relationships with clients, supervisor(s), peers, service providers, and community partners in a way that supports the mission of the agency and the clients it serves.
Ability to comprehend and apply all applicable program standards set forth by Federal, State and agency requirements.
Computer literacy that allows for accurate and effective interaction and completion of reporting requirements.
Ability to abide by all policies and procedures of The Human Service Center including all documentation requirements and deadlines.
Ability to maintain the confidential nature of all consumer and business information per Federal and State regulations and agency policies and procedures.
Ability to manage a high-intensity caseload while maintaining regulatory timelines.

CERTIFICATES, LICENSES, REGISTRATIONS  
Certification or eligible for certification in Wisconsin as a Social Worker preferred.    
Must possess a valid Wisconsin driver’s license with an appropriate driving record.
Must have access to a dependable personal vehicle.
Must have personal automobile insurance with minimum coverage limits of $100,000/$300,000.
Must successfully complete a Caregiver Background Check per Wisconsin Administrative Code DHS 12.

PHYSICAL DEMANDS The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

WORK ENVIRONMENT The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
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