Job Number: 28-026BCSS

Job Title: COORDINATOR I
Team: BOULDER RESIDENTIAL
Location: BOULDER
Classification level: COORDINATOR I
Salary Grade: COORDINATOR Il GRADE 8
Full Time Part Time Regular Temporary Hours
X X 40

Job Description:

JOB DESCRIPTION: To oversee the day-to-day operations of a MHCBBC program serving as the primary
point of communication, oversight and decision-making regarding program needs, requirements and
development. To be responsible for the hiring and training of personnel involved in the program.

Program Management:

. Plan, organize, evaluate, and coordinate the daily operations of the program.

. Responsible for program development and implementing program initiatives that are consistent with
the program’s objectives.

. Coordinate the delivery of services to consumers of The MHCBBC.

. Compile and prepare program progress reports.

. Responsible for the scheduling of program activities and staff.

. Teach internal classes related to program methods and approach.

Program Liaison:

. Act as the point person for internal and external communication regarding the program.

. Regularly collaborates among and between internal and external staff at all levels to manage and
enhance professional relationships within the center and with partner agencies

. Represent the MHC at external meetings and conferences related to the program.

Prepare presentations to and provide consultation and training to related third-party agencies or at
conferences

Coordinator II:

. Supervises large program or several programs and may have program management responsibility.

. Responsible for hiring, setting clear expectations, developing staff and providing coaching and
feedback to deliver effective service to customers.

. Leads regular staff meetings to promote team work, sustain an aligned and energized work force,
promote communication and provide team direction.

. Provides supervision to Therapist |, II, lll, Case Managers and support staff to ensure high quality,
effective and efficient services as well as accurate and timely documentation.

. Motivates and values staff around performance excellence, professional development and
participation in important center meetings and committees.

. May be responsible for recommending and managing program budget. Responsible for cost-
effective utilization of Center resources.

. Establishes and clarifies expectations, provides on-going coaching and feedback and administers
the annual performance review process with employees.

. Manages performance concerns as applicable under the direction of the team leader or manager.

. Assesses that staff are trained adequately to perform duties.



. Identifies training needs and provides/arranges training on relevant topics necessary to an effective
and efficient functioning of team.

Qualifications:

MINIMAL QUALIFICATIONS: Coordinator Il requires a Master’'s Degree in Psychology, Social Work,
Counseling, or related field + 1 or 2 year internship + 5 years relevant experience + 3 years supervisory
experience. Prefer experience working with mentally ill population either in an outpatient, inpatient or
residential setting. Advanced skills in mental health diagnosis and treatment specific to populations served
within the program. Up-to-date working knowledge of licensing, regulatory or contractual requirements.
Strong leadership skills, including the ability to lead change in a positive, proactive and collaborative way.
Excellent oral & written communication skills. Working knowledge of evidence-based practices. Basic
computer skills required.

Dates:

Position to Begin: ASAP

Position Opened: 04/11/2008

Position Closed: When position is filled.
Contact:

Email: hriobs@mhcbbc.org

All submissions for positions at MHCBC should be ma de as e-mail attachments in Plain Text or Microsoft Word format.

WE ARE AN EQUAL OPPORTUNITY EMPLOYER



