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JOB DESCRIPTION

	JOB TITLE: Drop in Center Coordinator

	JOB CODE:



	DEPARTMENT: Justice Court

SUPERVISOR’S TITLE: Justice of the Peace


	FLSA STATUS:



	POSITION SUMMARY

The new Lincoln County Drop-In Center is seeking a Coordinator to oversee daily operations. This position will generally work Monday-Friday, 8-5 unless required to adjust hours for emergency responses or scheduled evening/weekend events. This is a new program for the county and the coordinator must be motivated to get the center started and running efficiently. The position will require work in both the office and the field. The fieldwork for this position includes, but is not limited to, responding to crisis situations, advocating and educating people in the community about Drop-In Center services, and coordinating community events. 


ESSENTIAL FUNCTIONS

1. Establish and maintain relationships with community partners.
2. Collaboration with all community partners to develop guidelines that facilitate maximum response and efficiency.
3. Identify pertinent data for collection.

4. Compile and maintain data for reporting purposes.

5. Assist with applying for additional grant funding.
6. Provide direct crisis services to individuals experiencing mental health or substance use disorder related crisis situations

7. Supervision received from: Lincoln County Justice of the Peace
8.   Supervision exercised: None
SCOPE OF RESPONSIBILITY

· Make sure daily operations of the Drop-In Center are maintained. 
· Supervision of Drop-In Center, as well as building relationships with clients and volunteers. 
· Make sure all data for the Drop-In Center is properly tracked and recorded.
· Read and respond to emails in a timely manner.

· Make and return phone calls.

· Overseeing staff and collaborating with them regarding clients and groups.

· Ensure a safe and clean work environment.

· Lead presentations or meetings to promote the Drop-In Center.

· Fundraising for the Drop-In Center through grants and interactions with the public.

· Grant reporting.

· Develop policies and procedures for the Drop-In Center. 
· Familiarity with locally available social services and programs. 

· Works closely with medical, dental, and behavioral health providers in the community to provide a continuity of care to individuals.

· The position involves handling sensitive information and successful applicants must adhere to strict standards of confidentiality.

· This position will be responsible for triage and de-escalation.
· Planning and referral or linkage to needed services  

· Transport individuals, as necessary, to appointments or facilities.
· Organize and maintain documents in paper or electronic format and ensure that documents are placed in the correct files.

· Works closely with law enforcement and first responders to help with crisis management.

· Answer an on-call phone that is assigned to the Drop-In Center.
· Research, organize and coordinate a variety of reports, summaries, and related material.

· Perform other related work as assigned including, but not limited to managing special projects, coordinating public meetings, attending meetings and conferences, providing backup to other staff, participating in training and education, etc.
· This position will require certain training courses such as CJIN, CPR and First Aid, mental health screenings, and any additional training that the grant requires.
· Attend workshops, seminars, and educational sessions to keep updated on changes in assigned area of responsibility. These educational opportunities may be out of town and require travel.
· Will participate in CIT Montana training
JOB SPECIFICATIONS

Education, Experience, Certifications and Licenses:

· A bachelor’s degree in an applicable course of study is preferred.
· Three to five years of job experience, in a mental health and substance use-related field, is preferred.
· Must self-identify as a client of mental health and/or substance abuse services.
· Must have a valid Montana Drivers License and clean driving record.
Knowledge:
•     English Language

Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar.

•
Computers and Electronics

The operation of general office equipment such as copiers, fax machines, telephones, personal computers, printers, scanners, etc.

•
Internet

Navigating the Internet to find information, including the ability to open and configure standard browsers; use searches, hypertext references, and transfer protocols; and send and retrieve electronic mail (e-mail).

•     Word Processing

Using a computer application to type text, insert pictures, format, edit, print, save, and retrieve word processing documents.

•
Crisis De-escalation

Be able to effectively talk to individuals who have a mental illness and are in an escalated state. 

•
Case Management

Network and build relationships with local health centers to ensure that clients are connected or re-connected with providers

WORKING ENVIRONMENT

Physical Demands: Work is in a normal office environment and out in the field.  Work involves physical demands associated with working on a computer, communicating over the phone and in person, filing and lifting file boxes.  Occasionally required to lift to 50 pounds.  Occasionally required to reach with hands and arms; climb or balance; and stoop, kneel, crouch, or crawl and is subject to frequent interruptions. Work consists of regular contact with individuals experiencing substance use or mental illness. These individuals may be hostile and may pose a physical threat, which requires the coordinator to work closely with local law enforcement.  Work is performed in situations and environments that provide risk of infection or exposure to bodily fluids, other blood-borne pathogens and communicable diseases. 

Visual, Hearing and Dexterity Demands:  Requires vision sufficient to read laws, rules, regulations, computer printouts and other printed materials; hearing sufficient to hear conversations in person and over the phone; dexterity to operate office equipment; mobility to move in a normal office environment and make deliveries to other departments; strength sufficient to lift and carry office supplies and file boxes; and endurance sufficient to maintain activity throughout the entire shift.

Working Conditions: Work is in a normal, climate-controlled office environment.  Work does require leaving the office environment and working in the field to meet with clients and transport them to services.

The above is intended to describe the key elements and requirements for the performance of this position.  Employees may be required to perform other related duties and activities not specifically stated in this document.
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