

Inroads to Opportunities
Job Description 
	DEPARTMENT
	Mental Health
	JOB TITLE
	Mental Health Counselor

	REPORTS TO 
	Directors of Mental Health and Vocational Services
	FLSA STATUS
	Nonexempt

	ENTRY LEVEL REQUIREMENTS:
Education/Certificate/License
	ENTRY LEVEL REQUIREMENTS:
Skills and/or Experience

	B.A. in psychology, sociology, rehabilitation counseling or a related field required but
Master’s degree may be required to perform certain duties.
	Successful completion of the following trainings:
· CPR/First Aid
· DDD Requirements
· Mental Health First Aid 
· Ethics every 2 years
Experience operating basic office equipment and technology:  Phone, Fax, Copier, Printer, Computer, Smart Phone, Word, Excel, Outlook, basic database data entry, Carelogic EHR, Knowledge of general office procedures.

	ESSENTIAL DUTIES

	The counselor is a professional rehabilitation position and is directly responsible to the Director of Mental Health or the Director or Vocational Services depending on which program they are working in (Mental Health, Vocational, Employment and Transition). He/she is responsible for an assigned caseload including all aspects of service delivery to participants and their families. Must have the specific skills training required by regulation and department.

General Duties:
1. Individual counseling with a goal of helping participants relate to their aptitudes, skills, interests and limitations within a framework of a realistic vocational objective. Individuals could be in school, vocational programming, day habilitation or mental health programming. Counselors are required to become proficient in written goal plan development.
2. Preparation and up to date maintenance of an on-going case record of the participant’s status while in the program and following placement.
3. Preparation of reports about participants to the appropriate sponsoring agency.
4. Preparation of statistical data on the status of each participant to be presented to the Director of Vocational Services as needed.
5. Participation in regular staff meetings.
6. Liaison with the referral agencies and other sponsoring agencies.
7. Attendance at least yearly in training programs and professional workshops to attain new skills
or maintain current skills, required by funding sources and the individual department head.
8. Specific skills may be required depending on area signed i.e., Intake, work adjustment training, employment, or mental health recovery focused counseling.
9. Facilitation of groups with a focus on psycho-social or vocational goals may be expected.
10. Coordination and facilitation of Day Habilitation group activities and case management.
11. Knowledge of, referral to, and practices of job development, placement and job coaching.
12. Presentation of recommendations and innovative ideas concerning the improvement of the overall functioning of the program to the department head.
[bookmark: _GoBack]13. Maintenance of contact with supervised living situations, caregivers and families to ensure continuity of services being offered.

Mental Health Duties:
1. Maintain a close working relationship with the consulting psychiatrist, the Director of Mental Health and the nurse, all of whom play an integral part in the mental health program.
2. Research and prepare materials for various psycho-educational group activities weekly.
3. Become familiar with medications used in the treatment of major psychiatric disabilities.
4. Weekly individual counseling sessions with in-depth case recording.
5. Participation in staff psychological consultations.
6. Preparation and presentation of cases at staff psychological consultation meetings.
7. Provides pre-vocational services.
8. Understands and applies information for illness, management and recovery principles.

	PHYSICAL DEMANDS

	While performing the duties of this job, the employee is required to lift and/or move up to 10 lbs. Climbing steps, balance, kneel, squat or crawl may be required to complete his/her duties. Reasonable accommodations will be made for individuals with disabilities to perform his/her essential job duties.

	EMPLOYEE SIGNATURE

	DISCLAIMER: This job description indicates in general terms, the type and level of work performed as well as the typical responsibilities of employees in this classification. The duties described are not to be interpreted as being all-inclusive to any specific employee. Other duties may be periodically assigned by Management based on the needs of the agency.  The employee must be able to perform the essential functions of the position satisfactorily and, if requested, reasonable accommodations may be made to enable employees with disabilities to perform the essential functions of their job, absent undue hardship. Nothing in this position description changes the at-will employment relationship existing between the Center and its employees.

Employee Printed Name _____________________________________     Date: ______________________

Employee Signature _________________________________________ 




