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Center for Family Life and Recovery, Inc.

 Care Manager Program Assistant

Job Description


[image: image1.jpg]Reports to:  Neighborhood Center Supervisor
Employment status:  Non Exempt/Full Time
Qualifications:

1. A Bachelor’s Degree in Secretarial Science or closely related field and one (1) year of secretarial experience. 

2. OR an Associate’s Degree in Secretarial Science or closely related field and (3) year’s secretarial experience. 

3. OR a high school diploma or GED and four (4) years of secretarial experience
4. Understanding of confidentiality/ HIPPA.
5. General computer skills, experience involving contact with the public.

6. Very good Communication Skills

7. Current and valid New York State driver’s license
JOB DESCRIPTION: Program Assistant is a support position in an office and increases the effectiveness of program staff by assisting in carrying out the day-to-day support activities required to accomplish the work of the organization. The nature and variety of the activities depend on the program area in which the Program Assistant works. Secretarial tasks fall into three broad categories: communications, organization and records maintenance. Within these categories, the program assistant performs a variety of tasks, which assist managers and program staff to accomplish the mission of the agency. In doing so, the program assistant must be familiar with and have knowledge of the organizational unit in which the work will be performed, as well as knowledge of secretarial duties, to enable him/her to organize and coordinate the tasks in the organizational unit. 

1. Follows established office procedure and functions independently, with direction, to complete tasks including but not limited to: opening, reviewing, sorting and distributing the mail in accordance with staff assignments, directing incoming correspondence to the appropriate personnel, managing paper flow and maintaining efficient work flow in the office and responding to phone calls and visitors’ questions. 

2. Reviews outgoing/incoming correspondence for grammatical usage, clarity, factual correctness as applicable, compliance with policy, and ensures appropriate background information is attached. 

3. Assists in the coordination of information by acting as liaison between supervisors, other employees and the public. 

4. Assists supervisors in researching background information and on special projects. 

5. Maintains self in a professional manner at all times, adhering to CFLR, Inc.’s policy and procedures while and in keeping with the mission statement. 

6. Performs other duties as requested. 
7. Billing for all CM’s at Charlotte St.
8. Inputting all CM’s schedules into Simple Meds

9. Updating DAS and other billing forms

10. Checking Progress notes for Service dollar accuracy

11. Status changes in Simple meds

12. Updating Shelter Care Plus 

13. Logging missed visits, open/closes and transfers

14. Scanning, Filing, phones and ordering supplies

15. Updating monthly measures in data base

16. Maintaining Training Log


Employee’s signature







Date
  
Executive Director’s signature






Date

Updated 6-20-2017
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


