2012.119
JOB DESCRIPTION

Position Title: 

Substance Abuse Coordinator

Department: 
Tribal Court Services:  Under the Direction of Benewah Medical Center Counseling Services.

Compensation Range:
DOE 

Summary of Position 
Substance Abuse Coordinator:  (Bureau of Justice Assistance Grant Funded Position serving Indian and non-Indian patients/clientele). This is an exempt grant funded position serving American Indian clientele and community members who are determined to be at continued risk for substance abuse. This position is fully funded by the Department of Justice Bureau of Justice Assistance. As such, the position will be terminated if and when such funding ceases.  The DOJ-BJA initiative has been approved through September 2013; however, Congress must appropriate funds on an annual basis. This position is supervised by the CTAS #3 Grant Project Director, under Tribal Court Services and provides overall support to the counseling services substance abuse program and the Coeur d’Alene Tribal Court.
Physical Demands

1.  Ability to prioritize situations and manage time, may find that they are needed at irregular hours which may lead to increased fatigue and stress.

2.  May experience stress and stress related symptoms due to interacting with clients in crisis.

3.  May have to manage physically threatening clients and be prepared to be responsible for their own safety and the safety of others.

Environmental Conditions

1. May experience both scheduled and unscheduled clients.

2. May experience long distance travel via ground transportation to get to rural courts and University Partner sites.

3. May experience emotional distress due to unpredictable crisis situations.

Sensory Demands

1. May experience a number of unpleasant sensory demands associated with the use of alcohol and drugs, and the lack of personal care.

Mental Demands

1. Ability to monitor own stress levels to ensure continued ability to effectively assist clients.

2. Workload may be unpredictable, chaotic and difficult to manage when deadlines are impending.

3. May be placed in a situation where his/her life may be threatened as well as life-threatening situations for others.  
4. May experience significant emotional stress.
Qualifications
1. A Bachelor’s degree in social work, counseling, criminal justice or related field required and two years of experience working in a social services or criminal justice setting.  
2. A Master’s degree in social work or counseling preferred.  
3. Willingness to pursue certification as a substance abuse provider in the state of Idaho will be strongly considered.  
4. Experience working with families and youth required.  
5. Computer skills required.
6. Solid oral and written communication skills.

7. Ability to be a team player in a multi-disciplinary setting.  

8. Possesses the ability to work independently, is detail oriented, organized, and works under pressure. Meets deadlines.

9. Well organized, attentive to time management and able to establish a separation of work and personal boundaries. 

10. Must have consistent work attendance record.

11. Demonstrates cultural sensitivity. 

12. Ability to maintain strict confidentiality.
13. No criminal convictions in the past ten years.  
14. No criminal convictions involving offenses related to child abuse, exploitation, or physical or sexual abuse.

15. Participate in a screening interview and allow for background checks.
ADA Essential Functions 
1. Hearing: within normal limits with or without use of corrective hearing devices;

2. Vision: adequate to read 12-point type with or without use of corrective lenses

3. Must be able to verbally interact with staff, clients and public

4. Manual dexterity of hands/fingers for writing, computer input 

5. Able to lift up to 20_ lbs.,

6. Standing 25_% of the day

7. Sitting 75 % of the day

8. Walking 25_% of the day

9. Pushing, up to 25___lbs.

10. Pulling, up to 25__lbs.

	Performance Evaluation

	ESSENTIAL RESPONSIBILITIES: Responsibilities outlined below are to be rated on a “Yes/No” scale; indicating meets/does not meet the outlined responsibility. Essential responsibilities are evaluated at end of Introduction Period (initial 90 days) and annually on employee’s anniversary date
	YES/NO

	Customer Service
	1. Maintains a positive peer relationship and performs as a team player.
2. Plans and prioritizes to maintain a time and attendance record which complies with Tribal policy.

3. Provides excellent internal and external customer service assistance, providing knowledgeable and appropriate information to customers and serves as a role model to staff in handling customer service issues
4. Works independently in a very detail oriented manner, and meet deadlines.
	

	Comments:



	Organizational Values: Employee Demonstrates the values of the Coeur d’ Alene Tribe.
	1. Care and Compassion
2. Respect

3. Sharing

4. Professionalism

5. Confidentiality

6. Collaboration and Teamwork

7. Progressiveness
	

	Comments:


	Licensure and Certification
	1. CPR
	

	Comments:


	Employee Health and Immunization
	1. Measles-Mumps-Rubella (MMR)
2. Hepatitis B

3. TB Skin Test

4. Influenza (optional)

5. Tetanus (optional)
	

	Comments:


	Major Duties and Responsibilities outlined below will be rated annually on the employee’s anniversary date. Ratings will be completed on a 1-5 scale, with the scale outlined below. Performance may be evaluated at the discretion of the supervisor of the position if necessary and/or appropriate.

	Rating Scale:

5 =
Superior Performance – Performance consistently far exceeds expectations of the position.  Almost all job related activities were done in an outstanding manner.   (There should be very few individuals qualified for this rating.)

4 =
Very Good Performance – Performance consistently meets and may exceed expectations.  Consistently contributes more than his/her share.

3 = 
Satisfactory Performance – Satisfactory performance on all assigned responsibilities.

2 =
Marginal Performance – Performance satisfactory, but not in all areas of major responsibilities.  Needs further development and improvement to perform at satisfactory level.

1 =
Poor Performance – Performance does not meet the requirements of the position.  If performance does not improve after a reasonable period of time, the employee should be reassigned or terminated.  


	Rating:

	Liaison/outreach activities and work as a member of a multi-disciplinary team
	1. Engage in outreach efforts and serve on substance abuse interagency working committees.
2. Interface with agencies to include courts, local community, state and federal.
3. Coordinate with University and Tribal Court partners in creating and implementing the Tribal Substance Abuse Program (T-SAP) to help combat drug and alcohol abuse.  

Convene and chair the Tribal Substance Abuse Advisory Board to assist in monitoring project activities.
4. Participates in clinical supervision with Benewah Medical Center Clinical Staff and Consulting Physician(s).

5. Participates in case management with other staff as appropriate to meet client’s needs.

6. Provides current and accurate clinical documentation, timely submission of reports to court and other service providers as needed for continuity of care.

7. Participates as a team member of the Counseling Services Department and Tribal Court.  Attends meetings/committees as designated.


	

	Comments:


	Policy Development and Grant Administration
	1. Develop and maintain policies and procedures for entry into the Tribal Substance Abuse Program (T-SAP).
2. Develop promotional materials and information about the (T-SAP).

3. Develop and maintain policies and procedures for the University Partners Stipend Program for student intern and externs.

4. Develop promotional materials and information about the stipend program to the participating University Partner Schools.

5. Coordinate attendance at University special events to publicize and recruit potential Master and PhD students.  

6. Make visits and presentations to various groups and organizations.  

7. Assist clinical supervisors and tribal judges in researching and attending training venues where they can obtain expert knowledge in substance abuse.  Assist with travel arrangements.
8. Grant monitoring and ensure compliance with quarterly reporting through the Department of Justice GMS system.

9. Prepare reports:  develop quarterly statistics about number of participants, costs of equipment, supplies and maintenance costs.


	

	Comments:


	Research and evaluation

	1.  Develop and implement a tool for ongoing outcome  measures.  

2.  Collect and analyze data regarding grant activities, 

effectiveness of the program and services offered.
3.  Make recommendations for modifications to existing
programs and share results as appropriate at weekly staff meetings and document findings in the Grant Management System.

	

	Comments:


	Professional Development and Training
	1. Summarize, interpret, and disseminate current developments in the substance use and counseling fields, through reading of professional journals, participation in professional development, and involvement in professional organizations.
2. Continue to grow professionally through collaboration with colleagues and professional growth experiences.  

3. Attend the required/grant approved DOJ/BJA trainings in accordance with grant objectives, adhering to tribal travel policies. 
4. Ability to effectively interact with supervisor, staff and other community partners.

5. Verbal, non-verbal and written communication is professional and appropriate.

6. Demonstrate sound work ethic.

7. Must maintain strict confidentiality.

8. Excellent public relations skills.

9. Possess cultural awareness and sensitivity.
	

	Comments:


	Provide group chemical dependency services to Indian and Non-Indian patients of the Benewah Medical Center and those court ordered into the Tribal Substance Abuse Program.
	1. Able to quickly establish therapeutic relationship with substance abuse clients.

2. Maintains the strictest levels of confidentiality.


	

	Comments:


	Other
	1. Performs other duties as assigned by the CTAS-3 Project Director that may be necessary in the best interest of the organization in the delivery of health and wellness promotion to all members of the community.
	

	Comments:



EVALUATOR’S COMMENTS:

	

	

	

	

	

	

	


EMPLOYEE’S COMMENTS:

	

	

	

	

	

	

	

	

	

	


INDIVIDUAL GOALS/OBJECTIVES:

	

	

	


An applicant may be asked to participate in an interview to establish whether he/she meets minimum qualifications.  Interviews do not create a right to employment and provide no promise or other guarantee of any employment position with the Tribe.
The Coeur d’Alene Tribe reserves the right to hire according to its Indian Preference Policy.

Applicants are subject to a pre-employment drug test and at-random testing following employment.

Positions with the Coeur d’Alene Tribe are subject to a 6-month orientation period.

To apply, submit a tribal application and resume no later than 4:00 pm on the closing date to: Human Resources Department, P.O. Box 408, Plummer Idaho 83851.  For more information, visit our website at http://www.cdatribe-nsn.gov/HR/HumanResources.aspx or call 208/686-4068.

I understand that by signing this review, I am not indicating agreement with the rating, but I am acknowledging that my supervisor has reviewed and discussed this performance evaluation with me.

	Employee’s Signature:
	Date:

	Evaluator’s Signature:
	Date:

	Evaluator’s Supervisor:
	Date:


Page 1 of 8
Page 8 of 8

