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Alternatives in Psychological Consultation, S.C. 
Job Description 

 
Job Title: REACH Lead Care Coordinator 

Department: Wraparound REACH Care Coordination 

Reports To: Wraparound REACH Care Coordination Supervisor 

FLSA Status: Exempt 

 

Summary: Responsible for fulfilling the duties and responsibilities of the care coordinator to a 

caseload of six families which includes providing coordination of mental health services to 
families to help them reach their vision. Responsible for assisting the care coordination 
supervisor in providing support, feedback, problem resolution, and disciplinary actions to the 
care coordination staff by performing the following duties. 
 

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

 
1. Carries a maximum caseload of six  families providing coordination of mental health 

services to help families meet their needs as stated in the Wraparound REACH care 
coordination job description.* 

 
2. Assists supervisor with providing consultation and supervision to care coordination staff 

including coaching staff by attending court hearings and Child & Family Team Meetings 
as required.* 

 
3. Supports supervisor in hiring, training, performance reviews, disciplinary actions, and 

dismissal of department staff.* 
 

4. Reviews and advises corrections on documentation for care coordinators on a weekly 
basis.* 

 
5. Ensures that all Wraparound Milwaukee and Agency related policies and procedures are 

followed and implemented.* 
 

6. Assists care coordinators and supervisor with creating and implementing an agency 
improvement plan every six months while also reviewing progress towards reaching 
required thresholds on a monthly basis.* 

 
7. Assists the supervisor with tasks such as staff meetings, scheduling, organization, and 

delegation of responsibilities amongst staff.* 
 

8. Attends Wraparound Milwaukee supervisor meetings with the supervisor or as backup 
when requested.* 

 
9. Provides oversight and direct supervision to the operational assistant including training 

on new tasks as needed.* 
 

10. Plans and coordinates monthly family events.* 
 

11. Assists the supervisor in maintaining the on-call procedure, policy, schedule and 
training.* 
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12. Supports care coordinators and families and teams during crisis situations as needed.* 

 
13. Responsible for assistance with APC agency functions such as MC3 goals and NIATx 

projects. 
 

14. Responsible for faxing and filing documents. 
 

15. Responsible for uploading PDF documents. 
 

Supervisory Responsibilities: 
Directly supervises nine employees in the Wraparound REACH Care Coordination Department. 
Carries out supervisory responsibilities in accordance with the organization's policies and 
applicable laws. Responsibilities include interviewing, hiring, and training employees; planning, 
assigning, and directing work; appraising performance; rewarding and disciplining employees; 
addressing complaints and resolving problems. 
 

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 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 Microsoft Word, 
Microsoft Excel, web browsers software, and Synthesis electronic medical records software. 
 

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. 
 

Specialized Training: 
Completion of 48 hours of documented Emergency Mental Health training and 8 hours annually 
thereafter 
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Certificates and Licenses: 
 Valid Wisconsin driver’s license 

 Auto insurance meeting agency coverage requirements 
 

Knowledge, Skills and Other Abilities: 
 Knowledge and competence of application of Wraparound Care Coordination, HIPAA, and 

HFS 34 policies, principles, practice and administration 

 Knowledge of out-of-home placement procedure 

 Knowledge of court process including ability to confidently verbalize plans in court, advocate 
in court, and support care coordinators in doing the same. 

 Ability to exercise independent judgment and solve problems effectively and resourcefully 

 Knowledge of methods, procedures, and techniques in effective supervision and leadership 

 Knowledge and understanding of techniques and theories of motivational interviewing, 
trauma-informed care, person-centered planning, co-occurring needs, and cultural 
competence 

 Above average written and oral communication skills 
 

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, and 
talk or hear. The employee is occasionally required to stand, walk, and reach with hands and 
arms. The employee must occasionally lift and/or move up to 15 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 

 


