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JOB ANNOUNCEMENT

Bill Wilson Center is a nationally and regionally recognized leader for providing services to at-risk youth and families. Our agency -- from our executive team to our line staff -- is committed to improving the lives and conditions of the people we serve.  We provide direct services to more than 3,500 children, youth, young adults and families in Santa Clara County. BWC provides services that meet the cultural and linguistic needs of our whole community. We value our unique ethnic diversity as well as the LGBTQ community and non-able body community. Join us and become a difference maker at Bill Wilson Center!  Find out more at http://www.billwilsoncenter.org/bwc_jobs/
Program Assistant – Mental Health Services
The Program Assistant is responsible for completing all administrative tasks related to provision of mental health services by direct service staff.  This includes data entry, scheduling, tracking and data management, and audit preparation.  The Program Assistant is the central coordinator who works with other colleagues to support billing processes, credentialing, quality assurance, and office operations.  
AVAILABLE POSITIONS:
Our services address the needs of various ages and populations, from children to young adults.  Current openings for program assistant are in the following areas:

· Y&F Outpatient Programs: 1671 The Alameda, San Jose CA 
WHAT WE OFFER:

· 100% employer paid Medical, Dental, Vision, Life Insurance, Long Term Disability and Employee Assistance Program 
· Extensive job training,  support, and professional development 

· Generous Personal Time Off (PTO) Plan and 13 Paid Holidays 
· Flexible schedules available dependent on program needs

· Mileage and cell phone reimbursement.

· Intentional Self-Care support through our Wellness Program designed to improve and promote healthy activities including Yoga & more!

· Flexible Spending Account for Health and Dependent Care and Commuter Benefits, Voluntary Short Term Disability, Supplemental Life Insurance, Voluntary Accident Insurance 
· Retirement Plan with discretionary Employer Contribution 
ESSENTIAL DUTIES AND RESPONSIBILITIES:   

· Receive, process, and enter all program referrals into Electronic Health Record (EHR) and required tracking forms.

· Ensure all required intake paperwork is received; complete data entry into Electronic Health Record (EHR) and county data systems and upload required documents.

· Maintain compliance of electronic and paper medical records for the program (including Medi-Cal and HIPAA requirements).  Verify patient records for accuracy, completeness, assembly and appropriate signatures.
· Assemble, file and pull client charts as required/requested for the purpose of audit, transfer, records request, etc. 
· Complete monthly checks regarding staff clearances and client eligibility.
· Interface with Symed to address any data inconsistencies, corrections, and backouts.
· Receive, process, and track all psychiatric referrals.

· Coordinate with and schedule all initial and follow up psychiatric appointments, as well as psychiatric staff consult meetings.  Provide client reminders and follow processes to ensure confirmation and minimize no-shows for psychiatric appointments.  

· Support psychiatrist with use of databases for processing lab results and electronic prescriptions/ refills.  
· Request records from other providers and upload to chart as requested

· Report quality assurance issues or concerns to Program Director and Manager
· Support new staff with completion of initial credentialing including obtaining NPI and completing required forms/ databases for credentialing. 

· Verify staff credentialing forms for accuracy, completeness, assembly and appropriate signatures and submit for approval.

· Ensure approved credentials are appropriately recorded in EHR for ongoing tracking and management.  Keep records of all staff’s credentialing and licensures.

· When necessary, greet clients and check their appointment times and notify appropriate staff.  
· Respond to all client inquires (whether in person, over the phone, or via email) in a timely manner and ensure proper follow up.
· Ensure facilities/ workspace is well-maintained, neat, and orderly 
· Ensures safe work environment and reports any unsafe issues to Facilities Manager
· Support staff in executing clerical processes and troubleshooting facilities/ IT issues as appropriate.
· Order program and office supplies.
· Regular attendance is a requirement of the position. 
· Other duties as assigned.
QUALIFICATIONS:


Bachelor's degree (B.A. B.S.) from four-year college or university and one or more years related experience and/or training; OR equivalent combination of education and experience.  Experience with Med-Cal programs and billing, knowledge of Electronic Medical Record experience a huge plus! Valid California driver’s license with access to a personal vehicle with current insurance that can be used for company business. Fingerprinting/background check as required by the Department of Justice and/or Title XXII regulations. TB test required.  Required to be fully vaccinated with booster against COVID-19 (if eligible or agree to receive booster at the time of eligibility) Bilingual communication skills (Eng/Spanish) required.
SALARY RANGE:
$26.00 - $27.00 per hour, 100% employer paid Medical, Dental, Vision, Life Insurance, LTD and Employee Assistance Program.  Retirement Plan with discretionary Employer Contribution.  Generous PTO plan, 13 paid Holidays.  And much more!
For consideration, please submit cover letter and resume to and be sure to reference the position name in the subject line and/or cover letter:

BILL WILSON CENTER

ATTN: Resumes

FAX: (408) 244-4022

Email:  resumes@billwilsoncenter.org
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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