	JOB DESCRIPTION

	JOB TITLE:

Director of TCH Mental Health Services 
	POSITION TYPE:


X
 EXEMPT

     
  NONEXEMPT

	Reports to: Executive Director
	Date Updated: March 2017

	Position Functions: 
Reporting to the Executive Director (ED), the Director of TCH Mental Health Services will be responsible for mental health and wellness services with a focus on youth, families and individuals across the communities served by The Community House (TCH).  This role leads services including: the Counseling Center, Charlie’s Gift program for children and families impacted by Autism and related sensory disorders, Partners Program social work services at Willowbrook Corner, and new outreach programming focused on youth and parents’ mental wellness.  
Based in Hinsdale and serving the surrounding area, The Community House is a multi-service organization which provides recreation and cultural activities, counseling and therapeutic services, education support, and volunteer opportunities.  The vision of TCH mental health services is to offer a range of direct counseling and therapy, as well as workshops, educational offerings and mindfulness resources to youth, families and seniors in southeastern DuPage County.  This service builds on The Community House’s experience with youth development, family support, Charlie’s Gift services for Autism and sensory processing disorders, and needs-based services.
The goals for this position are to deepen and connect existing services, effectively enhance new youth and family wellbeing offerings, demonstrate strong management, team leadership and program delivery, lead assigned community and donor relations, and oversee processes to ensure  industry standards are upheld.  The Director will oversee staff, contracted therapists and volunteers in at least two locations. This is a key leadership position within our organization, and will fulfill an important role as an ambassador to the local community.  
Duties of this position include: fiscal administration, proactive community relations, setting direction of marketing and conducting outreach activities to engage referrals and client base, and management of clinical and social service teams.  This position serves as a member of the leadership team of The Community House, and participates in organizational initiatives in support of programs, services and activities to support the organization and its staff team.
Community Relations, Marketing and Fundraising (30% of time):

·    Represent services in the community, promoting awareness of youth and family mental health, Autism and sensory processing offerings, and family supports to clients, potential client referral sources, school districts, event and program volunteers, donors, funders, civic groups and other local stakeholders.

· Develop and carry out marketing plans to existing and potential referral sources, to sustain client base and meet budgetary targets.  In coordination with TCH Marketing and Development teams, provide leadership to community relations activities for events and appeals that support services.

· Manage relationships with designated funders, in coordination with The Community House Development team and Executive Director.  Responsibilities include writing clinical and programs-specific components of grant requests and required grant progress reports, and delivering services in adherence with grant requirements.

· Serve on The Community House board and staff committees and task forces as assigned, to guide the approach to publicizing ongoing and new offerings of TCH Mental Health Services.
Team Leadership and Supervision (20% of time):
· Provide overall leadership and coordination of programs including The Counseling Center, Charlie’s Gift, Partners Program, and new initiatives to be determined.  Supervise team members including therapists, contractors, office support, and interns.
· Develop and successfully implement business plans for services.
· Review and assure standards for hiring department staff and contracted therapists.  Set qualifications and administer hiring and contracting, credentialing, training, supervision and evaluation systems for department staff and contractors.
· With clinical team leaders, ensure that program staff receives clinical supervision in accordance with legal and billing requirements and organizational policy.

· Oversee client intake operations, ensuring that intake and clinician assignment is comprehensive, timely, and professional.  

· Ensure compliance with all industry and professional standards and regulations, including therapeutic practices, client communications, clinical documentation, and billing practices. 
· Adhere to, and as appropriate make updates to, clinical policies and procedures in accordance with all regulatory and industry requirements. Ensure program teams adhere to policies.

Direct Delivery of Services (25% of time):

· Provide 8 hours of direct mental health therapy services per week
Financial Management (15% of time):
· Oversee billing, fee assessment, and clinical documentation processes, ensuring systems meet legal and payor requirements and comply with organizational policy.  Oversee protocols to ensure quality standards and compliance with requirements.
· Supervise and oversee administrative staff and vendors to ensure accurate and timely processing and reconciliation of billing and accounts.  Manage billing issues and client payment agreements to resolution.

· Develop, propose, manage and adhere to approved department budget. 
· Prepare monthly and quarterly department metrics and statistics reports, as needed for grants and TCH reporting.  
Serve as a Member of Organizational Leadership Team (10% of time)
· Participate in agency-sponsored events and activities as assigned, serving as ambassador of TCH Mental Health Services and of The Community House.

· Attend agency-wide staff meetings, director meetings, and committees as scheduled.  Represent department in staff meeting discussions, and disseminate updates to department teams.

· Respond, as needed, to customer incidents, grievances and complaints.  Document all grievances and complaints and manage to resolution.

· Implement organizational policies within department.
Other related duties as assigned.
QUALIFICATIONS:   A highly knowledgeable mental health service leader with proven success as a clinician, program director, clinical team leader, and strong track record in community relations and facilitation of programmatic vision.  Knowledgeable about clinical, social work and special needs industry standards, current developments and trends in the field and experience with youth and family program delivery.  
Masters level degree required in related therapeutic, mental health or social services field.  Independent Licensure required. Five years program management experience and three years supervisory experience strongly preferred. 
Agility will be a key success factor in this role, as programming may adapt to meet emerging local needs.  The Director will be called upon regularly by the Executive Director to advise and guide new and expanded initiatives, in concert with advisory boards set forth by The Community House Board of Trustees.

Community relations and fundraising experience strongly preferred.
DESIRED REQUIREMENTS:
·     Experience with various youth program and treatment and service modalities
·     Familiarity with local mental health and special needs provider resources and billing methods
· A supportive supervisor capable of instructing, focusing and guiding others in accomplishing performance and goals and objectives.  

· A collaborative team member dedicated to contributing successfully to the accomplishment of the mission, vision and goals of The Community House’s services
· An effective communicator who creates a good first impression and earns the trust and respect of others, relating well to people from varied backgrounds and in different situations. 
· Experience with school and community collaborations will contribute to success in this position

· Proficiency in Microsoft Office products
· Experience with clinical databases


