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JOB DESCRIPTION

Employee:  

Salary:   

JOB TITLE:


Program Manager - In Home Outreach Teams (IHOT’s)
DEPARTMENT:

TAY Services
REPORTS TO:

Director TAY Services
FLSA STATUS:

Exempt

PREPARED BY:

Director of Administrative Services

DATE PREPARED:

6-25-19
APPROVED BY:

Chief Program Officer

SUMMARY: 

The Program Manager will provide oversight and clinical guidance to two (2) IHOT teams comprised of a Case Manager,  2 Client Support Specialists and Family Advocate who provide direct care, community planning and mobilization and mental health prevention efforts for adult consumers in the IHOT (In-Home Outreach Team) program.  The goal of the IHOT program is to engage and link consumers with mental health needs to appropriate levels of care to increase stabilization and functioning.  
ESSENTIAL DUTIES AND RESPONSIBILITIES:   

· Oversight and coordination of IHOT teams.  Provide clinical and managerial leadership to Case Managers, Client Support Specialists and Family Advocates 
· Maintain all Quality Improvement practices and Santa Clara County Policy and Procedures

· Provide ongoing tracking, support adherence 

· Oversight of all clinical and fiscal audit standards per Program Practice

· Maintain appropriate paperwork, Medi-Cal standards for mental health services, and case management.

· Maintain all Program Practices and Compliance Policy and Procedures

· Provide mental health services to Medi-Cal clients.

· Coordinate with County IHOT team for referrals

· Oversight and intervention to achieve projected outcomes and outputs

· Assist with data collection and reporting.
· Coordinate client care and staff collaboration
· Attend inter and intra disciplinary meetings representing Medi-Cal program and BWC.

· Facilitate trainings for staff as needed
· Provide day-to-day support for staff. Meet with staff regularly to review accomplishments, needs, questions, etc. 

· Help staff grow in their positions.

· Conduct initial 6-month reviews for new hires and annual performance reviews for staff

· Approve financial requests for staff (i.e., mileage or reimbursement requests) and approve PTO requests

· Disciplinary/Corrective actions for staff if needed. Bring any serious performance concerns to the attention of Human Resources.

· Partner with PQI staff to ensure accurate and timely outcome data

· Participate in agency Program Quality Improvement activities and initiatives

· Participate in agency Safety initiatives and proactively report safety issues to management immediately

· Responsible for ensuring program outcomes as well as outcomes related to the BWC Strategic Plan

· Ensure that site is neat and tidy and report all maintenance or safety issues to manger or Facilities Manager immediately.
· Regular attendance is a requirement of the position.
· Other duties as may be assigned. 
SUPERVISORY RESPONSIBILITIES:    



This job supervises staff assigned to IHOTS including Case Managers, Client Support Specialists and Family Advocates.
QUALIFICATIONS:


To perform this job successfully, an individual must be able to perform all essential duties and responsibilities satisfactorily. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. Experience working with culturally diverse youth required.  Knowledge of SCC Mental Health systems and procedures highly desired.  
EDUCATION AND/OR EXPERIENCE:
    

Masters degree in Behavioral Science with 1-2 years related experience in mental health and management preferred or Bachelors Degree in Behavioral Science or related; two to four years related experience and/or training; 1-2 years of staff management experience.  Experience with Medi-Cal documentation highly desired.  Must be available for on-call as needed.  

LANGUAGE SKILLS:
                    




Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of clients or employees of organization.

CERTIFICATES, LICENSES, REGISTRATIONS:
Valid California driver’s license with access to a personal vehicle with current insurance that can be used for company business. Current CPR and First Aid Certification required (or complete within 30 days of hire).  Fingerprinting/background check as required by the Department of Justice and/or Title XXII regulations. TB test required.
MATHEMATICAL SKILLS:
Ability to work with basic mathematical concepts as required for reporting.  

REASONING ABILITY:
Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

COMPUTER SKILLS:
To perform this job successfully, an individual should have knowledge of Internet software; Spreadsheet software and Word Processing software.  Internet research skills are a plus.

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; stand, use hands to finger, handle, or feel; reach with hands and arms and talk or hear.  The employee is required to stand and walk. The employee must occasionally lift and/or move up to 20 pounds. Specific vision abilities required by this job include close vision, color vision and ability to adjust focus.  

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  The noise level in the work environment is usually moderate.

EEO:

Bill Wilson Center is an Equal Opportunity/Affirmative Action employer.

This position description intends to describe the general nature and level of work being performed by people assigned to this job.  It is not intended to include all duties and responsibilities.  The order in which duties and responsibilities are listed is not significant.  Because of a need to remain responsive to the needs of our clients and our Agency’s operations, responsibilities may be modified at any time.
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