Community Support Network


JOB DESCRIPTION

RELIEF COUNSELOR

Description: The Relief Worker is responsible for filling in for regular employees when they are absent. This is an on-call, non-exempt position. The amount of hours in any pay period is not guaranteed. Scheduling of relief staff is done strictly by Program Managers.
Reports to: Program Manager / Program Director

Essential Functions and Responsibilities:  Under the direction of the Program Manager, the Relief Worker is responsible for filling in for absent staff and fulfilling the essential functions and responsibilities of the position of that absent staff. These essential functions and responsibilities may include, but are not limited to the following:

A. Program Management

· Assist Program Management in the implementation and documentation of established program objectives.

· Assist Program Management to insure program compliance with CSN policy, contractual agreements, licensing and certification requirements and local, state and federal regulations.

· Involve program participants with program objectives and regulatory compliance.

· Attend and participate in training and orientation sessions at each of the agency’s programs.

· Respond in a timely manner to each request for work to notify program of availability.

· Provide accurate, timely and complete transfer of program and participant information to staff as they begin their shift.

· Attend and participate in weekly staff meetings and clinical case reviews.

· Participate in supervisions as requested.

· Maintain professional conduct while on the job.

B. Clinical Management

· Assist the Program Management to insure the delivery and documentation of quality client services; assessment, treatment planning, day treatment and/or other in-house programming, medication monitoring, crisis intervention, counseling, referral, advocacy, liaison work, transition planning and discharge. Be able to perform duties of a primary counselor.

· Assist the Program Management to insure that clinical interventions are consistent with the principals of and current best practices in social rehabilitation and the counseling of severely and persistently mentally ill adults.

· Conduct educational classes for program participants.

· Provide crisis intervention/prevention and crisis management.

· Be aware of and able to access community resources.

· Assist Program Management to insure that medications are maintained, monitored, inventoried and disposed of safely and in compliance with CSN policy and all applicable laws and regulations.

· Monitor and document medication access by program participants. 

· Review Medication Log for accuracy and completion during each staff information exchange at the beginning of each shift. 

· Maintain clear and effective communications with program participants, and insure their needs are being met.

C. Personnel Management

· Be knowledgeable of, and adhere to personnel policies and make recommendations for their continual adaptation.

· Assess training needs and make recommendations to Director of Social Rehabilitation for appropriate training.

· Assist Program Management to maintain a legal and safe working environment free of hazards, hostility, harassment, and discrimination.

· Participate in at least 20 hours of in-service training per year.

D. Fiscal Management

· Assist with the monthly collection and documentation of client program fees owed by program participants.

· Complete and present accurate time sheets to Program Management by due date.

· Oversee the management of Resident Funds consistent with CSN Policy and State Regulation.

E. Facility Management

· Assist the Program Management to insure that the program facility is maintained as a homey normalizing, non-institutional environment in which both program participants and staff are comfortable and safe.

· Assist the Program Management to insure that the program facility and vehicles are clean, in good repair, free of safety hazards and in compliance with CSN policy, contractual agreements, licensing and certification requirements and local, state and federal regulations.

· Involve program participants in the regular evaluation, cleaning, care and maintenance of the program facility.

· Assist Program Management with timely reports of Facility and Vehicle maintenance and safety needs.

F. Customer Service and Community Relations

· Maintain excellent working relation with program contractors and their representatives.

· Maintain excellent relationships with public and private agencies that have a direct relationship with our program or program participants.

· Maintain excellent relationships with program neighbors, local merchants, government, law enforcement, fire and safety services.

G.        Other duties as assigned.

Minimum Qualifications:

· High School graduate or equivalent

· One year of experience working with mentally ill adults or equivalent

· Ability to meet all licensing requirements

· Ability to pass criminal background check to meet licensing requirements.

Preferred Qualifications:

· BA in psychology, counseling, rehabilitation or related field

· Knowledge of the principles and best practices of social rehabilitation

· Experience working within a team approach to treatment and program planning

· Knowledge of SCMH services and community resources

· Ability to obtain valid California Driver’s license and insurability under agency auto insurance policy.
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