JOB OPENING




PLEASE POST

CUMBERLAND COUNTY GUIDANCE CENTER
JOB DESCRIPTION

JOB TITLE:


Access Counselor

DEPARTMENT:

Outpatient

RESPONSIBLE TO:

Director of Outpatient Department

GENERAL DUTIES:
· Responsible for screening, coordinating and scheduling Intake appointments for the Center 
· Department system admission and orientation

· Follow up with referral source

· Assist with department transfers 
· Responsible for data collection and processing 

· Provide clinicians with information related to the Intake  

· Prepares statistical reports

· Participates in Outpatient Case Review and staff meetings 
· Coordinate services with the billing department for verification of insurance coverage

· Assist clinicians with follow up, correspondence and closing records
· Additional compensation and responsibilities for qualified Master’s level candidates
· Completes all other duties assigned
REQUIREMENTS:
· Master’s degree preferred, minimum of Bachelor’s degree in a Human Service field from an accredited institution 
· Good communication skills

· Spanish speaking required, additional compensation available
· Computer proficiency and use of electronic record systems
· Knowledge of community human resources

· Valid automobile driver’s license with MVR which meets Agency standards.

SALARY:  
Commensurate with degree and experience
If interested, please put your request in writing to no later than July 1, 2021 to Amandalynn Salzman or she can be reached at extension 295.
POSTED:
June 24, 2021
