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POSITION DESCRIPTION


TITLE:				Management Assistant for Clinical Support Services
				(12 Months)

LEVEL:			V(b)

QUALIFICATIONS:	Master’s Level Degree in a recognized Mental Health Clinical discipline or successful completion of a Clinical Graduate Degree Program in Clinical Psychology or Social Work; or Licensed Clinical Psychologist; or Licensed Social Worker.

REPORTS TO:	Treatment Coordinator for Partial Hospitalization Program and the Supervisor of Clinical Support

JOB GOAL:	To provide clinical leadership and treatment activities that are coordinated with input from professional, paraprofessionals, and family, and which contributes to client maturity and developmental success.  Emphasis will be placed on the development of intensive treatment services that address clients identified needs, strengths, and support system in a least restrictive/intrusive setting.

	To provide clinical and administrative supervision, leadership, and 
support to program staff.  To provide staff evaluations and progress reports to Treatment Coordinator of Partial Hospitalization Program and the Level III Supervisor of Clinical Support as directed.


ESSENTIAL DUTIES AND RESPONSIBILITIES:

1. Family Intervention

To facilitate and provide family intervention services for students and families.

2. Clinical Supervision

To provide clinical and administrative supervision to Mental Health Treatment Specialists and Mental Health Workers for all Resolve programs.

3. Clinical Assessment

To provide a wide range of formal and informal assessments in support of treatment efforts in all Resolve programs.

4.	Clinical Support Role in Interagency Meetings.

To attend interagency meetings at Colonial Intermediate Unit 20 and on site as needed/requested.

5.       Staff Training

To provide and attend staff development activities for all Resolve programs as needed/directed.

6.       Other

To perform other duties as directed by the Treatment Coordinator and Level III Supervisor of Clinical Support.


This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employees will be required to follow any other job-related instructions and to perform any other job related duties requested by their supervisor.


Term of Employment:		

Salary and work year to be established by the Board.  In accordance with state and federal law, reasonable accommodations will be considered upon employee request.  
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MANAGEMENT ASSISTANT FOR CLINICAL SUPPORT SERVICES
PARTIAL HOSPITALIZATION AND OTHER CLINICAL SERVICES

Standards of Performance


The Management Assistant for Clinical Support Services will report to and be responsible to the Treatment Coordinator of Partial Hospitalization Program and the Level III Supervisor of Clinical Support.

The Standards of Performance of this position are:

1. Family Intervention

To facilitate and provide family intervention services for clients and families.
(20 points)

2. Clinical Supervision

To provide clinical supervision to Mental Health Treatment Specialists and Mental Health Workers in all Resolve programs.
(20 points)

3. Clinical Assessment

To provide a wide range of formal and informal assessments in support of treatment efforts in all RESOLVE Programs.
(20 points)

4. Clinical Support Role in Interagency Meetings

To attend interagency and Cordero meetings at the Colonial Intermediate Unit 20 and on site as needed/requested.
(20 points)

5. Staff Training

To provide and attend staff development activities for all RESOLVE Programs as needed/directed.
(10 points)

6. Other

To perform other duties as directed by the Treatment Coordinator and the Level III 
Supervisor of Clinical Support.

(10 points)

MANAGEMENT ASSISTANT FOR CLINICAL SUPPORT SERVICES
PARTIAL HOSPITALIZATION AND OTHER CLINICAL SERVICES

Standards of Performance


1. Satisfactory performance in respect to family intervention will be attained when:

1.1 Consultative input and guidance is provided to the Mental Health Treatment Specialist in specific family intervention cases.

1.2 Phone consultation with families is provided and documented.

1.3 Supervision/consultative support for home visits with families are provided and documented.

1.4 Supervision/consultative support with regard to family counseling sessions are provided and documented.

1.5 Supervision/consultative support with regard to family training sessions are developed, provided, and documented.

1.6 Case management services are provided for high profile cases to ensure appropriate procedures are adhered to throughout a service delivery period.


MANAGEMENT ASSISTANT FOR CLINICAL SUPPORT SERVICES
PARTIAL HOSPITALIZATION AND OTHER CLINICAL SERVICES

Standards of Performance


2. Satisfactory performance in respect to clinical supervision will be attained when:

2.1 Clinical review meetings are facilitated and documented with the Mental Health Treatment Specialists in all the Partial Hospitalization Program to provide clinical supervision and ensure best practice principles are employed.

2.2 During supervision and consultation the solution-focused model is supported and utilized.

2.3 There is evidence of ongoing collaboration with the Mental Health Treatment Specialist in the Partial Hospitalization Program, the Supervisor of Special Education, the Treatment Coordinator, and the Supervisor of Clinical Support.

2.4 Consultation is provided to treatment staff regarding legal issues, ethical issues, policy and procedural issues relevant to appropriate professional conduct.

2.5 Participation in scheduled clinical team meetings, program meetings, and staff meetings occur to provide input regarding the needs of clients and their families.

2.6 Regularly scheduled site visits are conducted and, as needed, appropriate documentation completed (i.e. site compliance forms, case review, clinical summaries).  This will be done in accordance with current policies and standards.

2.7 Assistance is provided in the staff hiring process, interviewing, training, and other pre-service activities.

2.8 Documentation is gathered during each site visit for the purpose of field staff evaluations.

2.9 Completion of Mental Health Worker bi-annual job performance evaluation in collaboration with Mental Health Treatment Specialist, Treatment Coordinator, and Supervisor of Clinical Support.

2.10 Assistance is provided in all quality assurance activities related to Resolve Behavioral Health Services programs.



MANAGEMENT ASSISTANT FOR CLINICAL SUPPORT SERVICES
PARTIAL HOSPITALIZATION AND OTHER CLINICAL SERVICES

Standards of Performance


3. Satisfactory performance in respect to clinical assessment will be attained when:

3.1 Consultation is provided in the ER process for clients within the Partial Hospitalization Program.

3.2 Provide supervision and consultation with regards to identified inventories to sup[port identification and implementation of assessment outcomes.

3.3 The mental health staff in all Resolve Behavioral Health Services programs is provided with consultation/supervision in the development of treatment and goal plans to ensure appropriate intervention strategies are utilized.

3.4 Ongoing involvement in the Challenged-Based Therapeutic Activities Program is provided.  This may include the development of activities, development of policies and procedures, selection of appropriate clients and consultation regarding the group process.

3.5 Identified clients will be provided with a Functional Behavioral Assessment, which will be conducted by the management assistant


MANAGEMENT ASSISTANT FOR CLINICAL SUPPORT SERVICES
PARTIAL HOSPITALIZATION AND OTHER CLINICAL SERVICES

Standards of Performance


4. Satisfactory performance in respect to clinical support role in the interagency process will be attained when:

4.1 Attendance occurs and is documented at interagency meetings at the Colonial Intermediate Unit 20 office and off-site as needed and directed to provide consultation and supervision to treatment staff.

4.2 Necessary documentation is completed during interagency meetings.

4.3 Referring evaluations are reviewed for accuracy and completeness as per CASSP guidelines and DPW standards.

4.4 Clinical input and expertise is provided to determine appropriate services and level of care for clients and family needs as presented during interagency meetings.

MANAGEMENT ASSISTANT FOR CLINICAL SUPPORT SERVICES
PARTIAL HOSPITALIZATION AND OTHER CLINICAL SERVICES

Standards of Performance


5. Satisfactory performance in respect to staff training will be attained when:

5.1 Staff development activities and training are prepared, provided, and documented for all Resolve programs as needed and directed by the Treatment Coordinator and the Level III Supervisor of Clinical Support.

5.2 Staff development activities and training are attended for all Resolve programs as needed and directed by the Treatment Coordinator and the Level III Supervisor of Clinical Support.

5.3 Attendance at conferences at the request of the Treatment Coordinator and the Level III Supervisor of Clinical Support occurs and is documented.


MANAGEMENT ASSISTANT FOR CLINICAL SUPPORT SERVICES
PARTIAL HOSPITALIZATION AND OTHER CLINICAL SERVICES

Standards of Performance


6. Satisfactory performance in respect to other major duties and responsibilities will be attained when:

6.1 Contribute towards the development and maintenance of an environment which is non-threatening, safe, nurturing, and where clients, their families, and fellow staff members feel accepted, respected, and welcomed.

6.2 A monthly report of activities is completed and submitted to the Treatment Coordinator and the Level III Supervisor of Clinical Support.

6.3 Appropriate professional and ethical behavior is modeled including respect for others, collaboration with others, and strength-based solution-focused orientation to problem resolution.

6.4 If necessary, you are required to use TACT-2 de-escalation and safety techniques as per the training received annually.

6.5 Other special projects as assigned by the Director of Resolve Behavioral Health Services are completed in a timely manner.
