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CLASS TITLE:

COMMUNITY HEALTH SERVICES SPECIALIST I
CLASS CODE: TBD

 

COMMUNITY HEALTH SERVICES SPECIALIST II
4102
DEPARTMENT:
HEALTH & HUMAN SERVICES AGENCY
FLSA STATUS: N

REPORTS TO:
VARIOUS
BARGAINING UNIT:  SEIU
CIVIL SERVICE:
YES
DATE: 10/08

DEFINITION:

Under direct supervision at the entry level and general supervision at the journey level, performs a variety of paraprofessional functions in support of social services, mental and public health professionals; serves as a vital link between communities and clients to improve family functioning, health, children and adult services; relieves professional staff of the more routine duties; performs ongoing assessment and case management; provides direct training and/or counseling for clients on a variety of issues; performs related duties as assigned.  

DISTINGUISHING FEATURES:
Community Heath Services Specialist I: This is the entry level classification in this series; however, positions that are limited to duties of a more routine, repetitive nature may be permanently allocated at the I level.  When working as a trainee in positions allocated at the II level, incumbent works under direct supervision, employees receive training, are given detailed instructions in the performance of routine tasks, and perform tasks that are more structured and routine than those assigned at the II level. As requisite skills and knowledge are developed, greater independence and the full scope of responsibility are exercised. Incumbents working as a trainee are expected to promote to the journey level within one year of successful performance. 

Community Heath Services Specialist II:  Working under general supervision, this is the journey level in this paraprofessional class series. Employees at this level are expected to have related background and experience and to be qualified to perform the full scope of duties using independent judgment in selecting and applying specific references, procedures, sequences and alternatives to different work situations. Positions in this class may be flexibly staffed from the lower level of Community Health Services Specialist I or, if filled from the outside, require prior related experience.  This level in the class series is distinguished from the Community Health Services Specialist I by an increased level of duties and responsibilities and complexity of assignments.  

SUPERVISION EXERCISED:                                                                                                                                                     Exercises no supervision

EXAMPLES OF DUTIES: Duties may include but are not limited to the following:
· Perform or assist with case management and coordinate services for clients including referrals to necessary medical, educational, social, preventative, and vocational rehabilitation services.

· Act as a liaison between staff and families by helping families set up appointments for a variety of social and health services and providing interpretation services between families and staff; calls to continue follow-up plans recommended by staff.
· Provide outreach services; engage clients in enrolling in health and social service programs; provide information on community resources, referrals; link clients to agencies and providers, and other community networks. 
· Make appropriate referrals to community resources after assessing client needs and following up to assess progress; advocates and collaborates with local agencies with the purpose to speed up process for obtaining services. Ensure information for services provided, payment methodology, benefits, etc. is related to clients and determines eligibility. Determine client needs as appropriate.

· Coordinate and conduct routine home visits in order to assess families in crisis and determines appropriate intervention/referrals; provide parenting and/or household management skills training, etc.

· Update client demographic/financial information as necessary; advocate on behalf of clients; monitor service delivery and presents client assessments to professional staff.
· Translate / interpret information as necessary; serve as an outreach worker in contacts with the non-English speaking community. 

· Process and complete applicable forms; perform telephone or in-person intake interviews; prepare and mail letters of reminder; schedule client appointments; answer questions; maintain applicable client records.
· Track and report grant expenditures for residential treatment, working with counselors and treatment providers, assist clients in finding suitable residential treatment programs; monitor certificate compliance, maintain resource catalog and daily bed assessments.  
· May monitor service delivery and report on individual client’s progress.
· May supervise visits between parents and children and/or provides occasional/emergency child care services.
· May arrange and/or provide transportation services to and from appointments related to service programs. 

· May write chart notes in accordance with professional standards, state regulations and department protocol, and ensure proper filing either by filing or by providing to proper staff for filing.

· Take part in various group meetings and program planning meetings by participating/leading discussions, retrieving and returning files, copying educational materials, tracking attendance, etc.
· Provide clerical support for department such as backup receptionist or other positions; answers all incoming telephone calls and greets visitors and the general public; provides customer service and support; direct individuals to the appropriate area or assists them by providing applications, collecting and receipting money, or answering questions. Enter and retrieves a variety of complex information into a computer terminal. Collects educational materials and maintains public information bulletin boards. Order office supplies to maintain sufficient inventory for office use. Assist in training other staff members.

· Perform special assignments as requested to include research and preparing reports and projects.

· Perform other related duties as assigned.

MATERIAL AND EQUIPMENT USED:

Computer

General Office Equipment

Vehicle



MINIMUM QUALIFICATIONS REQUIRED:
Education and Experience

Community Services Worker I:

One year of college that includes at least 9 units of coursework related to human services, child development, social or behavioral sciences or a related field; and one year of progressively responsible experience providing client advocacy, outreach work, eligibility assessment or other services related to mental health, public health, and/or social services to the community; or a combination of education, training and experience that provides the required knowledge, skills, and abilities to perform the essential functions of the job.

Community Services Worker II:

Two years of college with at least 15 units of coursework related to human services, child development, social or behavioral sciences or a related field; and one year of fulltime experience as a  Community Health Services Specialist I, (or, two years of full-time experience providing client advocacy, outreach work,  eligibility assessment or other services related to mental health, public health, and/or social services to the community); or a combination of education, training and experience that provides the required knowledge, skills, and abilities to perform the essential functions of the job.

Licenses and Certifications:
Valid Driver’s License

KNOWLEDGE, SKILLS, AND ABILITIES:
Knowledge of:
· Applicable state, federal and local ordinances, laws, rules and regulations.

· Resources, community agencies and health care and other services.

· Needs, problems, and barriers to health care for low-income and minority populations.

· Process of application for Medi-Cal and other health care coverage.

· Modern methods, techniques and procedures used in the provision of mental/public health and social services.

· Various general therapeutic methods and psychological theory.

· Interviewing techniques.

· Computer applications and hardware related to performance of the essential functions of the job.

· Office procedures including filing, record keeping and scheduling of appointments.

Skill in:
· Performing case management.

· Understanding and accepting differences in human behavior resulting from cultural, economic, or other forms of deprivation.

· Organizing work, setting priorities and following up on assignments with a minimum of direction.

· Developing a rapport with clients that assures client’s trust.

· Assessing client needs.

· Communicating clearly and effectively, both verbally and in writing.

Mental and Physical Ability to
· Read and understand medical records and charts as necessary.  Including medical histories, current medical or emotional conditions, prescription instructions, etc. 

· Analyze and evaluate situations and adopt effective courses of action.

· Speak effectively and respond to questions, tailoring the message to the intended audience.

· Maintain confidential information.

· Understand and carry out written and oral instructions, giving close attention to detail and accuracy.

· Establish and maintain effective working relationships with others.

· Safely operate a motor vehicle. 

· While performing the essential functions of this position, the employee is required to regularly speak and listen.  

· While performing the essential functions of this position, the employee is frequently required to stand, walk, and use fingers and hands, handle and/or feel objects, tools and/or controls, sit and reach with hands and arms. 

· While performing the essential functions of this position, the employee is required to frequently lift and/or move objects weighing up to 10 pounds.

Working Conditions:
While performing the duties of this position, work is typically performed in a normal office environment with little exposure to outdoor temperatures or dirt and dust; however, some employees may work in a clinic environment. Some work is performed outside the office environment in homes or other places.
While performing the essential functions of this position, the employee is required to frequently drive or travel in a vehicle. The noise level while performing these duties is generally moderate.  When in transport, employee will be exposed to outside weather conditions and may experience higher than normal noise levels.

This class specification should not be interpreted as all-inclusive.  It is intended to identify the essential functions and requirements of this job.  Incumbents may be requested to perform job-related responsibilities and tasks other than those stated in this specification.  Any essential function or requirement of this class will be evaluated as necessary should an incumbent/applicant be unable to perform the function or requirement due to a disability as defined by the Americans with Disabilities Act (ADA).  Reasonable accommodation for the specific disability will be made for the incumbent/applicant when possible.


