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Alternatives in Psychological Consultation, S.C. 

Job Description 

 

Job Title: Care Coordinator 

Department: Comprehensive Community Services (CSS) 

Reports To: Mental Health Service Director 

FLSA Status: Non-Exempt 

 

Summary: Responsible for assisting individuals in our community with mental illness and/or 

substance abuse issues achieve their vision of recovery.  Responsible for developing a care 

plan based on the assessed and expressed needs of the member as well as ensuring the 

implementation of services and other supportive activities to promote the highest possible level 

of independent functioning.  Monitors and reviews the care plan, coordinating crisis services, 

facilitating recovery team meetings with members and their service providers, and providing 

advocacy when necessary, by performing the following duties. 

 

Duties and Responsibilities include the following.  Other duties may be assigned. 

 

1. Initiates contact with the referred Comprehensive Community Services member and 

builds rapport using a strength-based, trauma informed, recovery oriented, and culturally 

sensitive approach.* 

 

2. Facilitates all aspects of the Comprehensive Community Services service planning as 

outlined in DHS 36.* 

 

3. Ensures that the member receives culturally, linguistically, and age-appropriate 

assessment services in an appropriate and timely manner.* 

 

4. Ensures that the service plan and service delivery for each member is coordinated, 

monitored, and designed to be as supportive as possible towards the members 

independence.* 

 

5. Assists the member in self-advocacy and helps the member obtain other necessary 

services and support.* 

 

6. Completes and submits all required or assigned documentation by due dates.* 

 

7. Attends all supervision, meetings, trainings, in-services, and events as directed.* 

 

8. Maintains the members' records and ensures that records are in compliance with state 

and county expectations.* 

 

9. Submits all service authorization requests to the mental health service director for review 

and submission.* 

 

10. Completes at least 8 hours of ongoing training annually.* 
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11. Coordinates crisis services for the member to be provided by DHS 34 certified programs. 

 

12. Participates in quality improvement projects. 

 

Qualifications: 
To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or 

ability required.  Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 

 

Language Ability: 
Ability to read, analyze, and interpret general business periodicals, professional journals, 

technical procedures, or governmental regulations. Ability to write reports, business 

correspondence, and procedure manuals. Ability to effectively present information and respond 

to questions from groups of managers, clients, customers, and the general public. 

 

Math Ability: 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 

common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and 

interpret bar graphs. 

 

Reasoning Ability: 
Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to 

interpret an extensive variety of technical instructions in mathematical or diagram form and deal 

with several abstract and concrete variables. 

 

Computer Skills: 
To perform this job successfully, an individual should have knowledge of Microsoft Word, 

Microsoft Excel, Internet Explorer, and EMR: Avatar and Provider Connect. 

 

Education/Experience: 
Bachelor's degree (B. A. / B. S.) from four-year college or university; and one year related 

experience and/or training; or equivalent combination of education and experience. 

 

Certificates and Licenses: 

 Valid Wisconsin driver's license 

 Auto insurance with required liability limits 

 

 

 

 

 

 

 

 

 



*Essential Function 
 

Knowledge, Skills and Other Abilities: 

 Knowledge of local systems of care and 

resources 

 Knowledge of the needs of persons with 

mental health, substance abuse, and 

co-occurring disorders 

 Ability to respect confidential material 

 Ability to organize and structure a full 

time work load 

 Excellent time management skills 

 Strong oral and written communication 

skills 

 Ability to evaluate and problem solve 

complex issues 

 Ability to exercise independent 

judgement 

 

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, use hands, 

reach with hands and arms, and talk or hear. The employee is frequently required to stand and 

walk. The employee is occasionally required to stoop, kneel, crouch or crawl. The employee 

must occasionally lift and/or move up to 50 pounds. Specific vision abilities required by this job 

include close vision, and distance vision.  

 

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. 

 

While performing the duties of this job, the employee is occasionally exposed to outdoor 

weather conditions.  

 

The noise level in the work environment is usually moderate. 

 

I have received, reviewed, and understand this job description. I further understand that I 

am responsible for the satisfactory execution of the essential functions described 

therein. 

 

 

____________________________________________ _________________________ 

Signature       Date 

 

Updated 11/2016 BA 

 


