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Keeping Adults Connected
to Their Communities.

Since 1953,



JOB ANNOUNCEMENT – 11/9/2011

POSITION TITLE:
Program Specialist

DEPARTMENT:
Outpatient Division 

Case Management Program

REPORT TO:
Director of Recovery

____________________________________________________

PROGRAM OVERVIEW

The Outpatient Division and its clinical/housing programs provide comprehensive recovery services and dynamic social services to adults/older adults in need.  Services include specialty mental health and targeted case management services; psychiatric services; housing supportive services; and administrative services.
I.
POSITION OVERVIEW
Under the supervision of the Director of Recovery the Program Specialist is an administrative member of the programs and agency and will provide high-level administrative support to the program and general administrative functions of BACS.  The Program Specialist will share reception duties and be located at the front desk at Administration while conducting file maintenance, data tracking, administrative intake procedures for programs; listing searches; marketing materials support; tracking and managing site inspections; and more. 

II.
DUTIES AND RESPONSIBILITIES (All Essential Functions)
1. Fulfill receptionist duties for the Headquarters office.  Greet and welcome all people who come through reception.  Answer the phone in a prompt and timely manner.  Implement procedures for the smooth functioning of administrative services.  Maintain fleet operating procedures and track data in relation to fleet.  Update phone lists and other pertinent general administrative records.  

2. Custodian of program records.  Create and implement procedures related to program administration; ensure a complete and compliant housing record for the various regulatory bodies including HUD, MHSA, Medi-Cal and more.  Create new records for new clients and maintain all files in a complete, thorough, and accurate manner.  Audit files for completeness and work with staff to ensure all documents are complete and present.  Upon discharge, complete an audit of record and then discharge record according to procedures.

3. Track a variety of data and create usable databases and spreadsheets to manipulate and report on all program related information including rental tracking, subsidy tracking, inspection tracking, quality assurance, URC and more.

4. Work with the Housing Coordinator on the Housing First function at BACS which may include working directly with partners to support their finding and sustaining community-based and supported independent living housing models.  May include Medi-Cal Administrative Activities (MAA) and direct service billing and progress note writing.

5. Work with Finance and Program departments to ensure that all fiduciary and regulatory responsibilities are met and exceeded.  Track and collect rental income.

6. Other duties as assigned.
III.
QUALIFICATIONS

Consumer experience strongly preferred.  Social service experience required.  Two years administrative and/or receptionist experience required.  

IV.
REQUIRED LICENSES AND CERTIFICATES
Must have a valid California Driver's License, verification of personal vehicle insurance coverage and a driving record acceptable to the Agency's insurance company.

V. 
CLASSIFICATION: Non-Exempt, Hourly. Regular part-time at 30 hours/week.

VI.
COMPENSATION:  Wage: Commensurate with background and experience. Benefits include 10 days annual leave, 12 days sick leave, 10 holidays, 2.5 personal days (pro-rated paid time off for part-time staff), partially paid medical and fully paid dental, vision and life insurance coverage; voluntary optional 403(b) salary deferral retirement plan. 


APPLICATION:
Send resume and cover letter to: 

Human Resources

Bay Area Community Services
1814 Franklin Street, 4th floor
Email: bacshr@bayareacs.org
Fax: 510-569-4589

