TITLE:  PCS ASSOCIATE DIRECTOR

GENERAL DESCRIPTION OF DUTIES AND RESPONSIBILITIES:

The PCS Administrative Director of Corporation’s Professional Counseling Services provides leadership and direction in the development, initiation, and ongoing direction of non-clinical programs.   This position is specifically responsible for the direction and supervision of federal Title III and SPNS HIV Grants.  This position will be responsible for assisting the Chief of Behavioral Health Care with the design of data collection tools, the acquisition of data, and the formulation of Corporate, local, and state reports. This position requires knowledge and skill in the areas of administrative management, supervision and program development.  These skills include, but are not limited to budgeting, program evaluation, technical writing, and knowledge of diverse funding sources.


SPECIFIC DUTIES AND RESPONSIBILITIES:
1.
Assist Corporation in maintaining a daily productivity goal of 25 patients a day.

2.
Ensure quality patient care per JCAHO, Bureau of Primary Health Care, and Corporation 
standards.

3.
Perform other necessary duties as required by the Corporation to meet the goal of providing primary health care services.

4. Develop, implement, and manage new and existing behavioral health care programs including, but not limited to substance abuse, HIV case management and primary health care, and community-based prevention.

5. Collaborate initiatives, monitor contracts and supervise staff to assure compliance with HIV grants and contracts.

a. Provide direct supervision for Grants/CQI Manager, HIV Case Manager, HIV Service Coordinator.

b. Convene and facilitate interdisciplinary HIV team meetings with clinical, dental, behavioral and HIV staff.

c. Serve as HIV liaison to primary health care section of Corporation.

d. Coordinate and facilitate meetings with contract agencies to assure execution of mandated grant activities.

e. Attend mandated trainings and meetings with regard to HIV grants and contracts.

f. Coordinate the implementation of Title III grant at three other community health centers.

g. Create and submit required reports for Human Resources Services Association (HRSA).

6. Co-chair CORPORATION Grant Team.

7. Represent PCS on CORPORATION committees including, but not limited to Corporate Performance Improvement, Management, Risk Management, Contracts, and HIPAA.

8. Govern PCS compliance with HIPAA mandates.

9. Conduct in-service training for CORPORATION staff on non-violent crisis de-escalation.

10. Work with clinical and administrative staff in designing remedies for service gaps related to the special populations.

11. Meet regularly with clinical and administrative staff to assure coordination of activities.

12. Prepare monthly reports for the CORPORATION Board of Directors regarding client flow and pending issues related to program management or client services.

13. Maintain open lines of communication with the area mental health center, the Department of Health and Human Services MH/DD/SAS office, and other agencies on issues related to all aspects of PCS programs.

14. Explore possible sources of funding for services directed toward the behavioral health care programs.  Write grants when applicable.

15. Provide technical support for organizational planning and strategic assessments.

16. Perform other necessary duties as required by CORPORATION to meet the goals of providing primary health care services and behavioral health care services.

17. Create and monitor tools for collecting data on the administration of PCS programs.

18. Collect data from PCS programs and assimilate into required reports.

19. Prepare reports for Corporation and local and state agencies
REPORTING RELATIONSHIPS:

The PCS Administrative Director reports to and is evaluated by the Chief of Behavioral Health Care Services.

EVALUATION:

The evaluation of work performance will be ongoing and will be carried out by the Chief of Behavioral Health Care Services.  The evaluation will include the specific duties and responsibilities of this position description plus employee attitude and general working behavior.  Formal evaluation is normally done annually, but may be initiated at other times by employee or supervisor.

QUALIFICATIONS:

1. A Masters degree with 2 years experience or a Bachelors degree 5 years experience.

2. Minimum of five years experience with increasing responsibility in a substance abuse program.

3. Knowledge of budgets/diverse cost centers, and funding sources.

4. Excellent abilities in communication skills (speaking/writing).

5. Experience writing grants for behavioral health care programs.

6. Experience in both long and short term strategic planning.

7. Experience in troubleshooting and revamping procedural/system problems.

8. Demonstrated computer literacy (skilled in creating and managing word processing, database, spreadsheet, and desktop publishing documents).

9. Ability to provide day-to-day leadership and technical assistance to non-clinical management and other corporate professionals.

10. Ability to provide in-service training in both clinical and non-clinical issues.

11. Skilled as a trainer, manager, and supervisor in both program design and delivery.

12.

Ability to work, plan and perform duties with minimum supervision.

LANGUAGE SKILLS:

Language skills needed for this position include the ability to read and interpret grant requirements, statistical information, and basic medical information.  The ability to present program information to a diverse group with varying educational, socioeconomic, and cultural backgrounds is necessary.  The ability to complete required documentation and to write routine reports and correspondence is required.   The ability to speak to communicate with staff is a vital component of this position.  The ability to speak Spanish is helpful in this position, but not required.

MATHEMATICAL SKILLS:

Mathematical skills needed for this position include the ability to perform and apply basic mathematical and accounting concepts, create and interpret reports and graphs, and to accurately aggregate and report data in computerized format.

REASONING ABILITY:
This position requires the ability to interpret CORPORATION policies and to assist subordinate staff in execution of their duties.

COMPETENCY/SKILLS REQUIREMENTS:

This position requires the ability to demonstrate satisfactory performance of duties and responsibilities, use sound judgment and decision making, prioritize duties and responsibilities, and maintain an organized, effective, and safe work environment.  

OTHER SKILLS AND ABILITIES:

This position requires the ability to operate a computer and applicable word processing, publishing, and spreadsheet programs.  The ability to work under and manage personal and professional stress is critical to effective job performance.  

PHYSICAL/MENTAL DEMANDS:

The following physical and mental demands are representative of those that must be met by an employee to successfully perform the essential functions of the position.  Reasonable accommodations may be made to enable individuals with disability to perform the essential functions.  The physical demands required to successfully perform the essential functions of this position include the ability to regularly talk, hear, sit, and use hand to finger, handle, or feel objects, tools, or controls.  The employee is also required to stand, walk, balance on two feet, stoop, kneel, crouch, or reach with hands and arms, and carry up to 50 pounds of materials.  Specific vision abilities required by this job include the ability to view things at a close distance, view things from a far distance, view things in color, use peripheral vision, perceive depth, and focus clearly.

Mental demands of this position involve the ability to learn and adapt easily to changes, exercise discretion and restraint, exercise good judgment, pay close attention to detail, deal with confrontations from patients and staff, display courteous and professional behavior and appearance, deal with stressful situations, adhere to CORPORATION policies and procedures, and cope with dealing with individuals with chronic illnesses.  

WORK ENVIRONMENT:
The work environment for this position is mostly in an office setting.   The noise level in this environment is usually moderate.  The workspace will be adequate for the completion of tasks.  The room temperature is maintained at or around 70 degrees year round.  The restroom facilities are adequate, handicap accessible, and cleaned and disinfected daily.  Lighting in the work environment is adequately maintained.  Facility exit signs in the work environment are appropriately posted and fire extinguishers are readily available.  Facets of this position may occasionally take the individual outside of the clinical setting for meetings.  This position may require face-to-face contact with individuals who have communicable diseases.

STATUS:

This is an exempt position.
SALARY: 

The salary for this position of the PCS Associate Director is at Grade _____ of the Corporation's Salary Scale.
I acknowledge that I have read and fully understand the above job description and agree to abide by its contents.  I understand that failure to satisfactorily perform the assigned duties can and may result in termination.

_______________________________________


_________________

Employee Signature





Date

________________________________________


_________________

Supervisor Signature





Date


Corporation is an Equal Opportunity Employer.  We do not discriminate in any aspect of employment with regards to age, race, sex, national origin, disability, color, marital status, veteran status, or religion.
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