
Milwaukee Mental Health Associates, Inc.
Comprehensive Community Services (CCS)
Intake Coordinator
Overall Function:
To facilitate all aspects of CCS intake and enrollment process to include, but not limited to: engage individuals in the CCS program and screening process, facilitate initial meeting to review CCS program and requirements, support individual, obtain prescription for CCS services, complete comprehensive assessment with the individual, complete functional screen, determine eligibility for services, facilitate initial Recovery Team Meeting with assigned CCS Care Coordinator complete initial Individual Recovery Plan, and provide warm handoff to the assigned CCS Coordinator, etc.
Job Duties:
1. Ensure the enrollment process and timelines are being met to include, but not limited to: 30 day enrollment timeline from date of the initial meeting, obtaining prescription, completing assessment and functional screen, etc.  
2. Act as agency liaison of the CCS program to answer questions, market the program to others, etc.  
3. Serve as an entry point into the CCS program by maintaining a welcoming, strength based, trauma informed, culturally intelligent, and person centered environment.
4. Facilitate all aspects of CCS service planning to include, but not limited to: transport participants as needed, locate and make initial contact with referred individual, build rapport with individual (by using a strength based, trauma informed, recovery oriented, and culturally sensitive approach), develop an Individualized Recovery Plan within 30 days of the individual’s CCS application based on the assessed needs, authorize psychosocial rehabilitation services (mental health and substance abuse), develop measurable goals and frequency data to measure progress toward desired outcome, etc. 
5. Facilitate Individualized Recovery Plan reviews and update based on the needs of the individual or at least every six months.  
6. Facilitate activities that ensure individuals receive:  assessment services, service planning, service delivery, and supportive activities/services in an appropriate and timely manner.  
7. Ensure the Individualized Recovery Plan and service delivery for each individual is coordinated, monitored, and designed to support the individual in a manner that supports the individual achieve the highest possible level of independent functioning.  
8. Support individuals in self-advocacy and assisting the individual obtain necessary services including, but not limited to:  medical, dental, legal, financial, and housing services.  
9.  Follow legal, organizational and contractual requirements, laws and policies (i.e.; County Contract). 
10. Prepare, complete and submit required items by due dates and required timelines. (i.e.; DHS 36, Milwaukee County, Electronic Medical Records System) 
Knowledge, Skills, and Abilities
· Knowledge of mental health and AODA needs, treatment approaches and dynamics for individuals or groups.

· Knowledge of Community Support Programs and Comprehensive Community Services Programs.

· Knowledge of federal, state and local laws, codes and regulations concerning operation of programs/services.

· Knowledge of HSS 63.06 and DHS 36.

· Knowledge of computer technology as related to job responsibilities.

· Ability to work with multi-problem consumers and their families.

· Ability to interact effectively and cooperatively with various disciplines, community agencies and service providers.

· Ability to work independently to establish objectives and maintain schedules.

· Ability to maintain confidentiality.

· Must have a valid driver’s license.

· Must have a reliable insured vehicle.

Requirements
1. Minimum of Bachelor Degree from an accredited school in Social Work, Psychology, or related field required.
2. Minimum of one (1) year of experience providing services to individuals with significant mental health, substance abuse, or co-occurring needs required; including minimum of six (6) months of CCS experience. 
3. Thorough understanding of Department of Health Services (DHS) Chapter 36
4. Able to work and communicate frankly and effectively with adults, families, and all team members to implement problem solving strategies, understand issues, and to provide crisis services in an ethical, respectful, responsible manner.
5. Demonstrated cultural competency with diverse groups and ability to work with individuals from diverse economic backgrounds in a respectful manner.
6. Excellent communication skills, both oral and written, interpersonal relationship skills, and able to work effectively with others from culturally diverse, linguistic and economic background; both in a team and individual environment. Ability to clearly document all interventions/contacts.
7. Excellent critical thinking; able to use logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems and ability to adequately implement Plan strategies.
8. Highly developed organizational skills and able to manage multiple priorities.
9. Knowledge and experience with experience in using Microsoft Office suite.
10. Transportation, valid Wisconsin Driver’s license, state minimum auto insurance and must meet La Causa, Inc. driving standards.
11. Able to work flexible hours, including evenings and weekends depending on needs of the youth/family and program needs.
12. Must successfully complete and pass all background checks.

