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Center for Family Life and Recovery, Inc.

Employee Assistant Program Accounts Manager
Job Description


Reports to:  CEO
Employment Status:  Exempt/full time
Qualifications:
· Required: Masters Degree in social work, counseling, human services 
· Preferred: Masters degree with 3-5 years clinical and program management experience, and/or Credentialing as Substance Abuse Counselor.

· Must have a current and valid driver's license.
Job Responsibilities:
· Provide customer service to existing EAP accounts.

a. Maintain overall customer satisfaction and profitability by ensuring optimal service delivery. 

b. Collect data and prepare quarterly and annual reports on EAP utilization.

· Coordinate, plan, facilitate, and schedule all EAP Trainings in cooperation with the Training Specialist.
· Oversee development and maintenance of EAP referral providers and community resources.

· Market and sign on new client companies.

· Development and distribution of monthly EAP newsletter.

· Develop and distribute bi-annual EAP promotional materials including posters, brochures and pamphlets. 

· Attend professional development opportunities such as EAPA chapter meetings.
· Coordinate, plan, schedule and attend EAP health/benefit fairs.
· Assist with revenue producing activities including fundraising and grant writing.

· Perform other duties as requested.
· Maintain and promote a positive, productive and respectful work environment.
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In support of the Americans with Disabilities Act, this job description lists only those responsibilities and qualifications deemed essential to the position.  Equal Opportunity Employer.


