Service Coordinator 
ABC Behavioral Health

Reports to:     Chief Operations Officer  

Classified:
Salaried, Exempt

Job Summary

A Service Coordinator works as the mental health professional to provide coordination of services for persons with mental illness in treatment at ABC Behavioral Health.  A Service coordinator’s caseload may range from 200 to 400 persons who require quarterly assessments, case management and skills training. This position is a site-based service provider who works closely with the ABC Medication Clinic. 
Job Duties

1. Establishes a therapeutic relationship with each person assigned to caseload.

2. Provides a daily minimum of 18 units of direct services for persons assigned to caseload. This requirement is averaged over each week. A Service Coordinator must provide 22 1/2 hours of direct, billable client services weekly. 

3. Performs requirements assessments for clients in accordance with contract requirements and agency practices. 

4. Coordinates services with both internal ABCBH providers and service providers external to ABCBH. Makes referrals to mainstream resources and other service providers; coordinates services, monitors and evaluates services provided by other providers.  Documents service coordination. 

5. Develops an Individual Treatment Plan (ITP) to address client’s assessed needs. Ensures that all treatment plans are current within a 90 day time period.  Completes all required documentation and forms necessary to document client’s treatment needs and obtain service authorization.

6. Ensures that client has a primary care physician (PCP) and coordinates care when PCP and Psychiatrist requested it. 

7. Documents all client contracts and services in accordance with agency policies and procedures.  Submits all daily progress notes, North Star paperwork and billing reports with in three business days of service provided.                  
8. Maintains contact with each assigned client to ascertain response to ITP and services and identify any problem areas. Modifies treatment plan as necessary to in response to client’s changing needs.

9. Participates on 24 hour/7day week “Officer of the Day” coverage to ensure that all clients have access to an ABCBH mental health professional. 

     13.     Attends ABCBH staff meetings and trainings in order to provide plan of

    care oversight for each assigned client and to continue to obtain 

               additional knowledge on best clinical practices.
14.     Communicates with supervisor concerning client and non-client      

          activities that involves agency related business.

15.      Performs other duties as assigned by Supervisor, Clinical Director,             

                and Chief Executive Officer.  May be reassigned to 
                other duties at the discretion of the agency.     
     16.     Responsible for verifying insurance eligibility, completing yearly VO 
    paperwork and three month treatment plans while providing check out    

    duties.

18. Responsible for following up with a client on their caseload if they
           have been hospitalized or receiving any CD treatment. 

Job Qualifications 

1. Demonstrated skills in developing therapeutic relationships with persons with mental illness.  Ability and willingness to empower others. 

Strong clinical skills. Experience working in human services.

2. A minimum of a Bachelor’s Degree in a behavioral science; i.e., psychology, counseling, social work, or rehabilitation.   

3. Ability to work through bureaucratic barriers and coordination issues between complex service systems.

4. Knowledge of mental illness, psychiatric rehabilitation, and managed care. 

5. Excellent written and oral communication and presentation skills. 

6. Demonstrated leadership skills; demonstrates competencies in positive public relationship skills, integrity, and common sense.

7. Ability to work effectively as a member of a team, or to work independently, organize work efficiently, prioritize responses to changing needs of individual clients.

8. Ability to cope with extreme frustration while persevering to attain targeted goals.  Ability to work non-judgmentally with persons whose belief system may be predicated on values incongruent with service coordinators.

9. Flexibility required in days and hours available for work, including weekends and holidays.

10. Prefer person’s who are bilingual in English and Spanish. 

I have read and agree to comply with the job description for the ABCBH Service Coordinator. When I have questions regarding my job responsibilities, I will obtain clarification from my supervisor or other administrative supervisor. 
______________________________

____________________

Service Coordinator 



Date 

______________________________

____________________

Chief Operations Officer

                     Date
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