
Milwaukee Mental Health Associates, Inc.
Comprehensive Community Services (CCS)
Administrator
Overall Function:
To provide overall responsibility for the quality of CCS, including compliance with DHS 36 and all other applicable state and federal regulations and developing and implementing policies and procedures for the CCS Program.
1. Review and audit all charts for compliance with DHS 36 and Milwaukee County standards.
2. Assure that a statement authorizing the proposed psychosocial rehabilitation services is in accordance with DHS 36 and is provided and filed in the consumer service record.

3. Manage all data collection, tracking and reporting duties

4. Manage employee time off, time cards and insure all performance reviews are completed in a timely manner. 

5. Provide support and assistance with recruiting, interviewing and orienting potential and new employees.

6. Follow legal, organizational, and contractual requirements, laws and policies.

7. Ensure compliance with legal, organizational, and contractual requirements, laws and policies to include, but not limited to audits, program evaluations and recommendations, licensing standards, new or enhanced policies and procedures.

8. Prepare, complete, and submit required items by due dates and required timelines (i.e.; reports, statistical data, quality assurance surveys, etc.).

9. Establish and maintain good communication, collaboration, and cooperation with all stakeholders (i.e.; staff, consumers, other treatment providers, BHD, etc.)

10. Implement and/or practice the duties and responsibilities of a mandated reporter of suspected child abuse under current policies and procedures, as required.

11. Attend all meetings and professional development activities, as directed.

12. Assist the Program Director as needed.

13. Perform other duties as assigned.

Knowledge, Skills, and Abilities
· 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.

Education
Master’s degree in social work, psychology or counseling.

