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Intake Coordinator
EMPLOYEE NAME:  Click here to enter text.	DATE OF LAST REVIEW:  Click here to enter text.
DATE OF CURRENT REVIEW:  Click here to enter text.

Review:	☐  JOB DESCRIPTION		☐  90 DAY EVALUATION		☐  ANNUAL EVALUATION	
	☐  SUPERVISION		☐  ORIENTATION		☐  SKILLS CHECKLIST	
	☐  DIRECT OBSERVATION	☐  SELF EVALUATION		☐  OTHER	



EVALUATION KEY

Evaluation Rating Definitions

5 – Exceptional: Employee over-achieves on all expectations and performance standards. Employee is an “I CARE” role model and demonstrates the core competencies at a high level. Provides precedent-setting results beyond the scope of the major functions; demonstrates the highest standards of performance.

4 – Exceeds Expectations: Employee fully meets, and frequently exceeds expectations and performance standards. Employee incorporates the “I Care” values into the job function and fully demonstrates the core competencies.  Accomplishments are noteworthy and highly valued; typically demonstrates higher standards of performance.

3 – Meets Expectations: Employee fully meets expectations and performance standards. Employee performs job functions with the “I Care” values in mind and demonstrates the core competencies. Consistently performs all major function requirements satisfactorily; accomplishes all objectives; normal guidance and supervision are required.

2 – Opportunity for Improvement: Employee occasionally performs job functions with the “I Care” values in mind and demonstrates some of the core competencies. Occasionally fails to meet minimum requirements in one or more key aspects of major functions; demonstrates one or more performance deficiency; development opportunities will be discussed in order to meet expectations of position.

1 – Unacceptable: Employee does not meet expectations and performance standards. Employee does not incorporate the “I CARE” values into the work day and/or does not demonstrate the core competencies. Consistently fails to meet requirements in critical aspects of major functions and performance standards; immediate improvement required.

N/A – Not Applicable:  Does not apply to this employee. 

*Please note: Any areas which are rated as “Exceptional (5),”“Opportunity for Improvement (2),” or “Unacceptable (1)” require additional comments, providing specific examples of the demonstrated behavior.  Actions Plans must be developed for all areas rated “Opportunity for Improvement” or “Unacceptable.”



JOB DESCRIPTION
JOB KNOWLEDGE/SKILLS   

Measures employee’s demonstrated job, relevant knowledge and essential skills, such as work practices, policies, procedures, resources, laws, customer service, and technical information, as well as, the relationship of work to the organization’s mission.  Also measured are the employee’s self-improvement efforts to enhance skills and knowledge to stay current with changes impacting the job.   

Reports to:     ________________________				FLSA Status:  Non-Exempt

JOB SUMMARY

The Intake Coordinator is responsible for doing initial intakes or admissions, conducting screening and assessment, and assisting in the process of responding to referrals and other requests for services and information. 





EDUCATION, EXPERIENCE SKILLS & ABILITIES

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.

· Bachelor's Degree in Social Work, Master’s preferred, Counseling, or other related field preferred  
· Licensed to practice in the State of Texas (RN, LMSW, LCSW, LPC, LPC-Intern, or LCDC)
· Two years of experience in addiction and or dual-diagnosis preferred
· Ability to read and interpret written information; write clearly and informatively; edits work for spelling and grammar. Ability to speak clearly and persuasively in positive or negative situations; listens and gets clarification; responds well to questions; demonstrates group presentation skills; and participates in meetings. 
· Working knowledge of the DSM 5, mental status exam, and addiction and recovery field
· May be required to work a flexible schedule, overtime, or on-call as needed
· Working knowledge of Microsoft Word, Excel, and Outlook.  
· If in personal recovery, a minimum of 2 years clean and sober.     
PHYSICAL REQUIREMENTS

AAC is committed to principles of equal opportunities for all employees.  The Company will provide reasonable accommodations that are necessary to comply with State and Federal disability discrimination laws.

· Ability to sit, use hands and fingers, talk or hear, and smell continually.  Ability to stand, walk and reach frequently. Ability to climb or balance, stoop, kneel, or crouch occasionally.
· Ability to frequently lift and carry up to 10 lbs. and occasionally lift and carry up to 25 lbs.
· Close vision required to see computer monitor, read documents, and operate copy and fax machine.  Distance vision required to drive an automobile, if driving is a requirement of the job.
· Work environment is indoors and climate controlled.  Occasionally exposed to outdoor weather conditions.
· Moderate noise levels as found in a business office with computer printers, households with TVs and dishwashers, and driving light traffic.

ESSENTIAL JOB DUTIES AND RESPONSIBILTIES

	Performance Rating
1-2-3-4-5-N/A
	Job Specific Duties
	Dept. Orientation
Date  /   Initials

	
	Responsible for being knowledgeable of any and all levels of care network facilities are capable of billing for when verifying plan coverage
	

	
	Conducts self in a caring, professional, and understanding manner
	

	
	Conducts assessments on individuals in an effective, timely manner
	

	
	Provides effective assessments of potential client’s chemical dependency, mental health, and/or emotionally disturbed clients
	

	
	Participate in screening clients for admission to treatment, using pre-approved admission criteria
	

	
	Use of proper crisis intervention techniques as needed, employ facility approved verbal de-escalation as necessary
	

	
	Observes client’s behaviors and reporting behaviors to appropriate staff
	

	
	Completing all required documentation to admit into treatment
	

	
	Proper evaluation of level of care needed, and advocating for proper level of care
	

	
	Provide education to client’s family at the time of admission to increase their understanding and ability to cope. Provide the family with information regarding the facility and the treatment program that the client will be receiving
	

	
	Gathers information from the patient, family, and interdisciplinary team, and uses judgement based on knowledge of adult and gerontology behavior
	

	
	Performs assessment, preliminary diagnosis that is in accordance with DSM 5, and treatment planning
	

	
	Collaborates with other staff members in ensuring best possible treatment outcomes
	

	
	Maintains an awareness of how personal issues relating to co-dependency can impact performance/relationship
	

	
	Recognizes signs and symptoms of withdrawal and demonstrates ability to effectively intervene as needed
	

	
	Reporting to proper agencies for any suspected abuse/neglect
	

	
	Adheres to department standards and policies and procedures
	

	
	Attends all mandatory facility in-service and staff development activities as scheduled
	

	
	Adheres to facility dress code
	

	
	Treats everyone with dignity, respect, and courtesy
	

	
	Demonstrates effective teamwork and communication among co-workers and leadership
	

	
	Demonstrates good attendance/punctuality
	

	
	Supports facility-wide quality and performance improvement goals and objectives
	

	
	Handles any and all responsibilities given and reports any problems/delays with coworkers, workload, or insurance companies to direct supervisor
	

	---------------
	Other Job Duties – As Assigned
	----------------

	
	1. Assigning treatment teams
	

	
	2. Sending insurance to pharmacy
	

	
	3. Screening for insurance and need for preauthorization 
	

	
	4. 
	

	
	5. 
	

	
	Overall Job Duties Score - (To average add all scores, divide by the number of scores, and then round the nearest whole number.)
	





LIVING OUR VALUES

	Performance Rating
1-2-3-4-5-N/A
	iCARE Values Statement 
	Dept. Orientation
Date  /   Initials

	
	INNOVATION - We believe in pursuing and development innovative practices, systems, and processes in the clinical, medical, operations, and support areas of our business.
	

	
	COMPASSION - We exhibit compassion to our patients and to each other in everything we do.
	

	
	ACCESSIBILITY - We believe in creating an environment where out services are accessible geographically and financially to our patients but also for our company.
	

	
	RESULTS - We evaluate success through the achievement of measurable results not only for our patients but also for our company.
	

	
	EXCELLENCE - We believe that by demanding excellence in everything we do, the full realization of our vision will be achieved.
	

	
	iCARE Values Rating Score - (To average add all scores, divide by the number of scores, and then round the nearest whole number.)
	


	
	VALUES STATEMENT COMMENTS
	

	

	Value Statement Comments
	

	Click here to enter text.	

	
	
	

	
	
	

	


CORE COMPETENCIES

American Addiction Centers has adopted Leadership, Team Building, Customer Focus, Focus on Results, Managing on the Job, Self Development, Innovative Ideas, and Communication as the competencies each employee should excel in while performing his or her job.  Provided below are the definitions for each competency, followed by a section to rate performance in these areas.

Leadership – Champions positive growth and direction in the individual and organization.  Seen as a key member of the team who is respective for knowledge and invests in others.  Creates a clear vision for the future and helps all members of the team to see and contribute toward that vision. 

	· Communicates the importance of the vision and values - Helps others understand the organization’s vision and values and their importance.

	· Moves others to action - Translates the vision and values into day-to-day activities and behaviors; guides and motivates others to take actions that support the vision and values.

	· Rewards living the vision and values - Recognizes and rewards associates whose actions support the organization’s vision and values.

	· Models the vision and values - Takes actions, makes decisions, and shapes team or group priorities to reflect the organization’s vision and values.



Team Building – Building appropriate and professional relationships with others in the organization, working together for common goals and objectives aligned with the vision and values of the organization.

	· Develops structure - Helps to clarify roles and responsibilities of team members; helps ensure that necessary steering, review, or support functions are in place.

	· Facilitates goal accomplishment - Makes procedural or process suggestions for achieving team goals or performing team functions; provides necessary resources or helps to remove obstacles to team accomplishments.

	· Involves others - Listens to and fully involves others in team decisions and actions; values and uses individual differences and talents.

	· Informs others on team - Shares important or relevant information with the team.

	· Models commitment - Adheres to the team’s expectations and guidelines; fulfills team responsibilities; demonstrates personal commitment to the team.



Customer Focus - Making customers and their needs a primary focus of one’s actions; developing and sustaining productive customer relationships.

	· Seeks to understand customers - Actively seeks information to understand customers’ circumstances, problems, expectations, and needs.

	· Educates customers - Shares information with customers to build their understanding of issues and capabilities.

	· Takes action to meet customer needs and concerns - Considers how actions or plans will affect customers; responds quickly to meet customer needs and resolve problems; avoids over commitments.

	· Sets up customer feedback systems - Implements effective ways to monitor and evaluate customer concerns, issues, and satisfaction and to anticipate customer needs.



Self Development - Planning and supporting the development of personal and professional skills and abilities so that they can fulfill current or future job/role responsibilities more effectively.

· Collaboratively establishes development goals - Works to identify areas for development, understand need for improvement, and set specific development goals.
· Collaboratively establishes development plans - Works to identify options for meeting development goals; explores environmental supports and barriers to development; jointly determines appropriate developmental activities.
· Creates a learning environment - Secures resources required to support development efforts; ensures that opportunities for development are available; offers assistance to help individuals overcome obstacles to learning.
· Monitors progress - Seeks specific feedback on their performance related to established goals; highlights key positive and negative performance issues; adjusts plans to ensure development.

Communication - Clearly conveying information and ideas through a variety of media to individuals or groups in a manner that engages the audience and helps them understand and retain the message.

· Organizes the communication - Clarifies purpose and importance; stresses major points; follows a logical sequence.
· Maintains audience attention - Keeps the audience engaged through use of techniques such as analogies, illustrations, an appealing style, body language, and voice inflection.
· Adjusts to the audience - Frames message in line with audience experience, background, and expectations; uses terms, examples, and analogies that are meaningful to the audience.
· Ensures understanding - Seeks input from audience; checks understanding; presents message in different ways to enhance understanding.
· Adheres to accepted conventions - Uses syntax, pace, volume, diction, and mechanics appropriate to the media being used.
· Comprehends communication from others - Attends to messages from others; correctly interprets messages and responds appropriately.

Managing the Job - Effectively managing one’s time and resources to ensure that work is completed efficiently. Encompasses the aspects of prioritization, identification of resources, and establishing appropriate timelines for achievement of objectives.

	· Prioritizes - Identifies more critical and less critical activities and tasks; adjusts priorities when appropriate.

	· Makes preparations - Ensures that required equipment and/or materials are in appropriate locations so that own and others’ work can be done effectively.

	· Schedules - Effectively allocates own time to complete work; coordinates own and others’ schedules to avoid conflicts.

	· Leverages resources - Takes advantage of available resources (individuals, processes, departments, and tools) to complete work efficiently.

	· Stays focused - Uses time effectively and prevents irrelevant issues or distractions from interfering with work completion.



Focus on Results - Taking prompt action to accomplish objectives; taking action to achieve goals beyond what is required; being proactive.

	· Responds quickly - Takes immediate action when confronted with a problem or when made aware of a situation.

	· Takes independent action - Implements new ideas or potential solutions without prompting; does not wait for others to take action or to request action.

	· Goes above and beyond - Takes action that goes beyond job requirements in order to achieve objectives.



Innovative Ideas - Generating innovative solutions in work situations; trying different and novel ways to deal with work problems and opportunities.
	· Challenges paradigms - Identifies implicit assumptions in the way problems or situations are defined or presented; sees alternative ways to view or define problems; is not constrained by the thoughts or approaches of others.

	· Leverages diverse resources - Draws upon multiple and diverse sources (individuals, disciplines, bodies of knowledge) for ideas and inspiration.

	· Thinks expansively - Combines ideas in unique ways or makes connections between disparate ideas; explores different lines of thought; views situations from multiple perspectives; brainstorms multiple approaches/solutions.

	· Evaluates multiple solutions - Examines numerous potential solutions and evaluates each before accepting any.

	· Ensures relevance - Targets important areas for innovation and develops solutions that address meaningful work issues.



	Performance Rating
1-2-3-4-5-N/A
	Competencies
	Dept. Orientation
Date  /   Initials

	
	Leadership
	

	
	Team Building
	

	
	Customer Focus
	

	
	Self Development
	

	
	Communication
	

	
	Managing the Job
	

	
	Focus on Results
	

	
	Innovative Ideas
	

	
	Competency Rating Score - (To average add all scores, divide by the number of scores, and then round the nearest whole number.)
	


	
	
	

	

	Competency Comments
	

	Click here to enter text.	

	
	
	

	
	
	




JOB DESCRIPTION:	

The above job description is intended to describe the content of and requirements for the performance of this job.  It is not to be construed as an exhaustive statement of duties, responsibilities or requirements.

Signatures below indicate that this job description has been reviewed with the employee by the supervisor, and thatthe employee has been given the opportunity to ask questions.  (A copy has been provided for future reference).  American Addiction Centers reserves the right to change, add or delete at any time from this Job Description to meet the needs of the organization.   

________________________________________________________________  	____________
Employee's Printed Name and Signature							Date


DEPARTMENT ORIENTATION:

Signatures below serve as formal documentation of department orientation as indicated in this form.

________________________________________________________________  	____________
Employee's Printed Name and Signature							Date

________________________________________________________________  	____________
Employee Supervisor's Printed Name and Signature					Date

PEFORMANCE REVIEW SUMMARY
	Performance Rating
1-2-3-4-5-N/A
	Overall Performance Rating (Transfer scores from above)
	

	
	Overall Job Duties Score
	

	
	Overall iCARE Values Score
	

	
	Overall Competencies Score
	

	
	Overall Performance Rating- (To average add all scores, divide by three, and then round the nearest whole number.)
	




☐ Exceptional   ☐Exceeds Expectations   ☐ Meets Expectations   ☐ Opportunity for Improvement   ☐ Unacceptable

PERFORMANCE AND DEVELOPMENT OBJECTIVES

Assessment of objectives established from previous evaluation period:

Click here to enter text.
Click here to enter text.
Click here to enter text.
Click here to enter text.
Click here to enter text.

Assessment of objectives established for the upcoming period:

Click here to enter text.
Click here to enter text.
Click here to enter text.
Click here to enter text.
Click here to enter text.
	
Approvals: 

________________________________________________________________  	____________
Evaluated by: Printed Name, Signature and Title						Date

________________________________________________________________  	____________
Reviewed by: Printed Name, Signature and Title						Date

________________________________________________________________  	____________
Human Resources: Printed Name, Signature and Title					Date

Employee Comments and Acknowledgement:

I have reviewed this document and I have been given an opportunity to discuss the contents with my supervisor.

Your thoughts and comments are welcomed.  You are encouraged to complete the following portion of your performance appraisal.  This is not a mandatory requirement.  You will be furnished a copy of this document for your records.  I have reviewed the foregoing evaluation and discussed it with my supervisor.

☐I agree with the evaluation.		☐I do not agree with the evaluation.

My job description accurately reflects my day-to-day duties:	☐Yes		☐No	

Action Plan is attached: 	☐Yes		☐No

My    comments    are: _________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________



________________________________________________________________  	____________
Employee's Printed Name and Signature							Date

Revised 9.11.18
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