PJD B 750


PERSONAL ENRICHMENT THROUGH MENTAL HEALTH SERVICES, INC.

Job Description and Performance Competency Evaluation

Department:
Children’s Clinical Services
Position:
Systems Navigator
	Effective/Revision Date:  9/08
	PJD B 750


	Employee Name:       

	Hire Date:       
	Evaluation Due Date       

	Non-Exempt       
	Exposure Level:  2

	Supervisor:  Director of Family Enrichment Services
	Provides Supervision To:  none

	Reason for Evaluation:
	 FORMCHECKBOX 
 Assessment Period
	
	 FORMCHECKBOX 
 Annual


	QUALIFICATIONS:  Master’s degree in social services or behavioral health field and two (2) years experience working with children and families or Bachelor’s degree in social services or behavioral health field with at least five (5) years of experience working with children and families.  Bilingual capability preferred.

	PHYSICAL REQUIREMENTS:  Ability to see and hear in emergency situations.  Ability to communicate orally and in writing.  Ability to travel independently to various sites in the community.  Must be able to complete any portions of NAPPI training that is assigned and perform any NAPPI techniques for which the employee has been trained.  

	JOB FUNCTION:  Provides initial screening, primarily by phone, for families seeking services and links with an assessment.  Provides primary care coordination and case management services for assigned caseload.  Acts as the lead for the family team conferencing process.  Acts as an expert for other team members regarding available community resources.  

	SPECIAL WORKING CONDITIONS:  Exposure to youths and families served and a variety of program conditions, which may include long, irregular hours, on-call duties and local travel.  Exposure to a wide range of community environments outside the agency.


	AGE GROUP SERVED:
	Infancy   
	0 – 1 year
	
	Toddler x
	13 mos. – 2 years

	
	Preschooler x
	3 – 5 years
	
	Elem. School x
	6 – 11 years

	
	Adolescence x
	12-17 years of age
	
	Middle Adult   
	41-64 years of age

	
	Young Adult   
	18-40 years of age
	
	Late Adult   
	65 years of age & older


	POSITION
	

	STANDARD I
	Job Competency and Productivity: (Essential job functions noted by *) Completes position responsibilities by following established guidelines and protocols within the appropriate time frame.

	STANDARD II
	Education/Development:  Maintains education and development appropriate for position.

	STANDARD III
	Equipment and Technology:  Demonstrates necessary skills to safely perform job.

	STANDARD IV
	Quality:  Adheres to established agency and department guidelines and protocols.  Supports PEMHS mission, vision and values.  Demonstrates good skills in all forms of communication.


	
	STANDARD I   JOB COMPETENCY and PRODUCTIVITY
	Meets Standard
	Working

Towards

Standard
	Below Standard

	  
	Responds to all telephone contacts, during assigned times, for requests for counseling services: 1) responds to incoming calls immediately, observing proper telephone etiquette; 2) conducts a telephone screening using the prescribed format; 3) when indicated, directly assists caller with contacting their insurance carrier to determine benefits eligibility; 4) screens for any emergency situations such as suicide risk, abuse or violence in the family; 5) links caller with appointment for assessment within three business days (unless otherwise requested by caller). 
	
	
	

	  
	Completes all required documentation in a thorough, accurate, and timely manner: 1) Referral Log entry is completed at the end of each screening and submitted weekly to CFBHN Project Manager; 2) Screening Form is completed at the end of each call; 3) Progress Notes are completed within one business day for any Systems Navigation contact with a service recipient; 4) Service Activity Logs (SALs) are completed daily.
	
	
	

	
	Provides systems navigation/case management services for assigned caseload: 1) assists with assessment of appropriateness and effectiveness of services by conducting a minimum of a weekly phone contact and a monthly face to face visit with family; 2) maintains monthly phone and/or face to face contact with provider agencies serving families to assess effectiveness of services; 3) advocates for and links family with other services, both traditional and non-traditional, as indicated; 4) serves as coordinator of service network for family and involved providers; 5) assists with implementation of any services or supports recommended by the Assessor or designated service provider, including accompanying family to appointments, assisting with completion of applications for services, funding, etc.; 6) reviews any Service, Treatment, or Action Plans that may be developed fort he child and family to ensure that all services have been implemented; 7) takes any indicated action to reduce barriers to service utilization/access in circumstances in which service implementation has not occurred in a timely manner.
	
	
	

	
	Facilitates Family Team Conference process when indicated: 1) reviews process with family to ensure understanding and cooperation; 2) establishes time and place for meeting; 3) contacts all parties invited to participate; 4) chairs the meeting, ensuring any recommendations are documented in the appropriate format; 5) assists with implementation of any recommendations resulting from the Family Team Conference.
	
	
	

	
	Maintains a lead role for the team in ensuring that all information and referral data remains current: 1) provides updated information for team member’s community resource books; 2) shares information verbally in team meetings.
	
	
	

	
	Works cooperatively with supervisor, CFBHN Project Manager, Assessor, provider to determine need for wraparound services.  
	
	
	

	
	Uses CFBHN’s Knight Integrated Software system to review service utilization by family. 
	
	
	

	
	Provides back-up for Assessors with data input required by PEMHS or CMHC.
	
	
	

	
	Participates in on-call rotation.
	
	
	

	
	Completes other duties as required by program or agency needs. 
	
	
	


	
	STANDARD II   EDUCATION / DEVELOPMENT
	Meets Standard
	Working

Towards

Standard
	Below Standard

	  
	Completes all required basic orientation within the first three (3) months of employment. 
	
	
	

	  
	Completes a minimum of forty (40) hours of in-service training annually, including (but not limited to) training on the agency’s non-harassment policy, the agency’s Compliance Plan and Code of Conduct, NAPPI, CPR/First Aid, Infection Control, safety procedures, abuse reporting procedures, confidentiality. 
	
	
	

	
	Develops and maintains competency in age groups served.
	
	
	

	
	Reports to supervisor, Director, and/or Compliance Alert line any concerns regarding safety, potential abuse of individuals served by employees or agency, and regulatory requirements.
	
	
	

	
	Develops and maintains competency in the use of the agency’s on-line training program; completes any on-line training recommended by supervisor.
	
	
	


	
	STANDARD III   EQUIPMENT and TECHNOLOGY
	Meets Standard
	Working

Towards

Standard
	Below Standard

	  
	Demonstrates ability to operate fire safety equipment, including fire extinguisher.
	
	
	

	  
	Demonstrates ability to operate basic office equipment accurately, including fax, telephone system, and copier/scanner. 
	
	
	

	
	Operates personal computer, demonstrating ability to perform basic Word operations, CMHC, and CFBHN’s software system.
	
	
	

	
	Safely operates agency or personal vehicle required for work related travel.
	
	
	


	
	STANDARD IV   QUALITY
	Meets Standard
	Working

Towards

Standard
	Below Standard

	  
	Reports for scheduled work days, providing appropriate notice to immediate supervisor of any unscheduled absence and any variation in usual schedule (including “flexing” hours).  Ensures provisions are made for coverage of duties when absent.
	
	
	

	  
	Completes assigned duties with a minimum of direction from supervisor.
	
	
	

	
	Completes duties in a thorough, timely manner.
	
	
	

	
	Demonstrates initiative and enthusiasm in carrying out job duties.
	
	
	

	
	Respects the confidential nature of service/client and personnel issues.
	
	
	

	
	Utilizes appropriate channels and procedures to address concerns regarding the work environment.
	
	
	

	
	Interacts and communicates with others in a way that promotes a positive and cooperative working environment.
	
	
	

	
	Demonstrates the ability to follow agency policies and procedures when carrying out job duties.
	
	
	

	
	Participates in any quality improvement activities prescribed by the agency or CFBHN to continually improve individual or program performance.
	
	
	

	
	Uses work time efficiently and productively.
	
	
	

	
	Provides services that are effective and of a high quality: 1) are reflective of the best practices of the community and profession; 2) support the strengths of the youth and family; 3) are culturally sensitive.
	
	
	

	
	Demonstrates willingness to adjust personal schedule in case of program needs.
	
	
	


I have reviewed these job requirements and verify that I can perform the minimum requirements and essential functions of this position.

Employee Signature:  








Date: 




Supervisor Signature:  








Date: 
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