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POSITION DESCRIPTION


TITLE:			Management Assistant for Provider 50/ Direct Care 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.  Additional credential as a Board Certified Behavioral Analyst and extensive knowledge (minimum 3 years) in provided for the needs of the Autistic population recommended.

REPORTS TO:	Level IV Treatment Coordinator of Provider 50 Services

LOCATION:		Northampton and Monroe Counties, parts of Lehigh and Pike Counties
(IU 20 collaborative services)

JOB GOAL:	To provide direct clinical services, primarily as a Behavioral Specialist Consultant, to assigned caseload.  Services must equal 30 billable hours weekly and incorporate all necessary staff individual and group supervision sessions.  Must maintain an open, supportive, and collaborative relationship with office-based administrative and clinical supervisory staff.



ESSENTIAL DUTIES AND RESPONSIBILITIES:

1.	Provide direct services to identified P50 caseload via Behavioral Specialist Services totaling 30 hours weekly.  (70 points)

2.	Provide all necessary supervision and trainings to Resolve Behavioral Health Services field staff.  (10 points)

3.	Attend any mandated meetings, trainings, staff development activities workshops, or other required assignments as determined by Level IV supervisor.  (10 points)

4 	Perform other duties as directed by the Level III Supervisor of Clinical Support and 
the Director of Resolve Behavioral Health Services.  (10 points)


This job description in no way states or implies that these are the only duties to be performed by the employe occupying this position.  Employes 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:

1. Salary and work year to be established by the Board.

In accordance with state and federal law, reasonable accommodations will be considered upon employe request.
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Management Assistant for Provider 50 Direct Care Services

Standard of Performance


1. Provide direct services to identified P50 caseload via Behavioral Specialist Services totaling 30 hours weekly.

1.1	Provide appropriate Behavioral Specialist Services to assigned caseload totaling 30 hours weekly.

1.2	Provide appropriate weekly supervision via phone contact and/or face-to-face meetings to Therapeutic Staff Support staff assigned to your caseload in compliance with program guidelines.

1.3    	Requests to serve on district, state, higher education, or other advisory 
committees are honored.
 
1.4    	A positive relationship and presence with member district staff is maintained by 
assisting with technical questions and by visiting districts as necessary to provide 
any needed support.

1.5  	Communication with districts and IU staff occurs regarding projects that impact
them and their work.

1.6   	Data is used to gauge program effectiveness and value and to make program 
improvements that result in increased value and effectiveness to Intermediate
Unit customers.


Management Assistant for Provider 50 Direct Care Services

Standard of Performance


2.	Provide all necessary supervision and trainings to Resolve Behavioral Health Services 
field staff.

2.1 	Provide supervision to assigned group sessions involving field staff within the IU catchment area.

2.2   	Provide any assigned trainings to staff or IU districts as assigned by program supervisor.

2.3	Maintain expected training requirements as per state licensing boards, national certifications/licenses, and Provider 50 Program guidelines.

2.4  	Cross functioning among departments is supported through on-going,
collaborative work with staff in other departments and by demonstrating
and fostering positive relationships with IU colleagues in other departments.

2.5  	Supervision and suggestions for improvement are received and responded to
in a positive manner.

2.6  	A willingness and initiative to assume additional responsibilities when requested
are exhibited.

.

.

Management Assistant for Provider 50 Direct Care Services

Standard of Performance


3.	Attend any mandated meetings, trainings, staff development activities, workshops, or other required assignments as determined by Level IV supervisor.

3.1	Attend weekly staff meeting to discuss caseload and other relevant program issues.

3.2	Provide clinical support to assigned Interagency Team meetings once sufficient training has been provided.
	.
3.3 	Case consultation is provided to assigned treatment staff to ensure best 
practices in provision of services.

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

3.5	The solution-focused approach is modeled and adhered to on a consistent basis.

3.6 	Maintain a flexible schedule to meet client and program needs.  This includes the potential availability to provide service 7 days per week, during the morning, afternoon, and evening hours.




Management Assistant for Provider 50 Direct Care Services

Standard of Performance


4.	Perform other responsibilities deemed necessary by the Level IV Treatment Coordinator, Level III Supervisor of Clinical Support and the Director of Resolve Behavioral Health Services.

4.1	Contribution is made toward the development and maintenance of an environment in which clients, their families, and fellow staff members feel safe, nurtured, respected, and welcomed.

4.2	Appropriate professional and ethical behavior is modeled including respect for others, collaboration with others, and a strength-based solution focused orientation in a timely manner.

4.3	Other special projects as assigned by the Level III Supervisor of Clinical Support and the Director of Resolve Behavioral Health Services are completed in a timely manner.

4.4       An ongoing bi-monthly report of activities is completed and submitted to the Level 
            IV Treatment Coordinator.

4.5 	As per training, you are required to be able to use crisis management techniques 
effectively.

