MONROE COMMUNITY MENTAL HEALTH AUTHORITY

DEPARTMENTAL JOB DESCRIPTION

CLINICAL SERVICES 

PROGRAM DIRECTOR
	Department
	Approved by

	Clinical Services
	EXECUTIVE DIRECTOR

	Reports To
	Approved Date

	Executive Director
	03-06-2020

	Salary Classification
	Next JD Review Date

	14
	03-06-2021


Summary:
The Program Director manages and has clinical oversight over the service delivery system for one of MCMHA’s clinical programs (Child & Family Services or Adult MI / IDD Services).   In managing the program the Program Director works with the management team to direct the program’s overall operation, methods of service delivery, regulatory compliance, and budgetary constraints consistent with the mission and vision of Monroe Community Mental Health Authority.  The Program Director must have substantial knowledge of applicable state guidelines, reimbursement systems, and extensive knowledge of the Michigan Mental Health Code.   
In the community the Program Director actively works to promote mission and vision of the Authority by forming community partnerships and engaging them in our efforts to provide services to consumers of the public mental health system.  Additionally, this position participates in leadership activities at the Executive Leadership level and at the regional affiliation level (PIHP).  Reporting directly to the Executive Director, this position requires the exercise of substantial independent judgment in the performance of these duties.  

	Duties and Competencies
	KPI
	PI

	Leadership
	
	

	1. Participates in the development of the Authority’s mission, vision, goals, and other strategic planning activities at the Executive Leadership level.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2. Demonstrates commitment to the values of the person centered planning, recovery, resiliency, self-determination, and a meaningful life in the community for all consumers served by the Authority.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3. Communicates and integrates Learning Organization principles in day to day operations including evaluation, planning, and the provision of supports and services to consumers.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4. Participates on the Full Administrative Staff Committee (FAS).  Develops and implements programs consistent with the approved Annual and Multi-Year Program Plan and Budget, findings and recommendations of the Performance Improvement Process through the FAS meetings, and decisions of the Executive Director and Board of Directors.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5. Assures Program alignment with the Mission, Vision, Strategic Plan, and the Annual Program Plan and Budget.  Monitors progress toward achievement of Strategic goals, strategic initiatives, and the annual plan.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6. Promotes and encourages performance improvement activities at all levels within the department. Provides leadership for data based management by program staff.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7. Participates on Affiliation committees and work groups.  Represents Monroe CMHA while collaborating with regional partners in the development and operation of an integrated regional system of care.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8. Provides community leadership on issues related to the populations served by attending related meetings, inter-agency and community events as assigned or requested by the Executive Director.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9. Provides leadership in the implementation and evaluation of evidence based practices.  
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10. Participates and provides leadership in affiliation administrator’s workgroup and others as assigned.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management.  


	
	

	11. Monitors supervisory practices, determining the degree to which outcomes for individual consumers are consistent with Individual Plan of Services, and the outcomes of staff practices include attainment of service volume goals, quality of care indicator thresholds, achievement of medical records documentation standards and resource utilization standards.  Evaluate data and facilitate improvements in program outcomes in the qualitative and quantitative goal areas.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12. Participate in FAS performance improvement meetings as a standing member as well as on other performance improvement projects or ad hoc work groups as assigned. Analyze data, develop and implement adjustments and problem solving processes as necessary to improve outcomes.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13. Assure complete, timely, and accurate recording and documentation of service delivery including, assessments, Individual Plans of Service (IPOS) developed through person centered planning, progress notes, and service activity logs (SALs), and other documentation associated with the delivery of services as required.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	14. Maintains knowledge of Evidence Based Practices (EBP), related fidelity measures, and promising practices appropriate for the populations served in this department.  Monitors implementation of EBP as approved by the Authority.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	15. Monitors service volume, quality of care indicators, department work plans and dashboard indicators, medical records documentation, and resource utilization.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	16. Communicate quality of care and performance improvement related information to staff and from staff to the Full Administrative Staff, the committee responsible for the Authority’s performance improvement process.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17. Manages program expenditures within the overall management plan.  Assures compliance with Authority finance procedures and maintenance of satisfactory audit trails.  
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	18. Prepares submission of specified program components of the Annual and Multi-year Program Plan and Budget consistent with the time frames, format and procedures approved by the Executive Director.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	19. Manages implementation of contracts consistent with program, clinical and professional standards established by law, rules, state guidelines, standards, and administrative procedures.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	20. Maintains a high level of knowledge regarding the requirements, standards, and procedures of the MDHHS, Joint Commission, Medicaid, and Medicare and other third party payers.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	21. Develops operational policy, standards, and procedures consistent with outside regulatory requirements and other Authority policies and procedures.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	22. Writes grant and block grant proposals to support expansion of Authority services.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Supervision and Coaching
	
	

	23. Interviews, assigns staff and provides supervision.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	24. Conducts employee performance evaluations, identifies training needs, promotes staff development, and addresses any areas of unsatisfactory performance.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	25. Assures supervision of assigned program personnel is consistent with Authority personnel policies, negotiated labor contracts and Board approved standards and administrative procedures.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Performs other related duties as assigned


	
	

	26. Ensures consumer rights are protected in accordance with MCMHA and MDHSS policies and procedures.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	27. Manages program units consistent with Authority policies and procedures, findings and recommendations of the Executive Leadership Team (ELT) and decisions of the Executive Director and Board of Directors.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	28. Follows oral and written direction completing tasks as assigned by due dates.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	29. Maintains individual credentials and participate in education and training as necessary to maintain current competency in skill areas necessary to perform job duties.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	30. Maintains working knowledge of software applications used in performance of daily duties.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	31. Participates in community collaborative bodies, as assigned Provide community leadership on issues related to the populations served by attending related meetings, interagency and community events as assigned or requested by the Chief Clinical Officer.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Corporate Compliance Responsibilities:
	
	

	1. Understands and adheres to MCMHA's compliance standards as they appear in MCMHA’s, Management of Information, Recipient Rights, Performance Improvement, Administration, Human Resources, Environment and Provision of Care Policies.

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2. Understands, adheres and maintains competency with MDHHS, the Joint Commission and CMHA standards, policies, procedures and requirements of all applicable funding sources.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3. Maintain competence in HIPAA and other regulatory requirements.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4. Interacts appropriately with Managers and peers.  Performs required duties with an awareness of impact upon the Authority structure as a whole.  
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5. Works as a Team Player within the entire Authority Structure.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6. Keeps abreast of all pertinent federal, state and MCMHA regulations, laws, and policies as they presently exist and as they change or are modified.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7. Ensures that the staff are trained and evaluated on their knowledge of and adherence to compliance policies and procedures specific to their jobs.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



The above statements are intended to describe the general nature and level of work being performed by the occupant of the position.  The statements are not to be construed as an exhaustive list of all job duties performed.   

JOB REQUIREMENTS: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed must be representative of the knowledge, skills, minimum education, training, licensure, experience, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

Education, Training and Licensing Credentials:

Master’s degree in social work, psychology or counseling, with appropriate Michigan Licensure is required.  Must have at least 5 years’ experience directly providing services to mental health consumers and a minimum of 3 years as a supervisor/manager of mental health employees. Knowledge and 2 years’ experience directly providing evidenced-based best practice strategies required, such as PMTO, CBT, DBT. Prefer three years clinical experience providing family treatment. Knowledge of and direct clinical experience in using non-traditional, community-based forms of intervention, preferred.
Demonstrated knowledge and skills necessary to provide the appropriate care for the specific clinical needs and ages of the individuals served.  Demonstrated knowledge of the clinical needs, symptoms, and behaviors of individuals served, as well as understand the principles of growth and development over the life span; have the ability to assess data reflecting each individual’s status; interpret the appropriate information needed to identify each individual’s requirements in relation to his or her age-specific/population specific needs; and to provide the care needed by the appropriate age group - (child, adolescent, adult and geriatric).

Other Competencies and Abilities:

Ability to work in a complex, detail-oriented, deadline structured, busy organization. The following physical and mental abilities are required:  frequent lifting or carrying up to 15 pounds, must be able to hear, frequent sitting/standing/walking, ability to communicated effectively in person and/or phone, the ability to read, analyze and interpret information, ability to write correspondence and procedures, ability to maintain records, ability to remain impartial during investigative procedures, ability to solve practical problems, ability to define problems, collect data, establish facts and draw valid conclusions, ability to influence others. Demonstrated proficiency in Microsoft Office, Outlook and such other applications if/when required. Ability to be trained and successfully complete other computer training as required. Valid driver’s license, proof of current automobile insurance and driving record determined by the Authority’s insurance carrier to be eligible for coverage if required as part of positions duties.

Current Occupant:

<vacant>
<vacant>
EMPLOYEE ACKNOWLEDGEMENT, 

Signature: __________________________________ Date:_______________________ 

Approved by Human Resources Director

Signature: __________________________________ Date:_______________________ 

LJ/jab

PERFORMANCE STANDARDS

CLINICAL services Department Head

	PEFORMANCE STANDARDS
	METRIC

	
	Fully Compliant
	Partially Compliant
	Needs Improvement

	Key Performance Indicators (KPI)
	
	
	

	Performance Evaluations are completed annually, not to exceed 365 days
	100% 
	80-99%
	Below 80%

	Performance Indicators
	
	
	

	Direct reports will have formal supervision, documented in supervision logs, at a minimum of one time per month
	100% 
	99-91%
	Below 91%

	New hires on the team will have weekly supervision, documented in supervision logs, for the duration of their probationary period
	100% 
	99-80%
	Below 80%

	All mandatory trainings are completed within the annual performance period
	100% 
	99-95%
	Below 90%
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