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MULTNOMAH COUNTY    -  
JOB DESCRIPTION

SECTION 1.  POSITION INFORMATION

  Today’s Date:  April 19, 2010
      
	
	
	

	
	
	
	

	Department Name:  DCHS
	Division Name:  MHASD

	
	
	
	

	Current Job Class Title:   Case Management Trainee
	                Class Code # :  6310

	
	
	
	

	Working title:  Family Advocate
(if different than class title)       
	                 Position #:     

	
	
	
	

	Incumbent’s Name:   Vacant
	                                Phone Number:       

	
	
	
	

	Supervisor Name/Title:  Vacant, ASO Program Mgr
For Wraparound Oregon-Multnomah
	                                Phone Number:  


SECTION 2.  PROGRAM INFORMATION:     What is the Program’s vision and mission?  The division is responsible for monitoring and improving the availability, accessibility, and quality of services for chemically dependent and mentally ill persons, and prevention services for youth and families.  The Department is the host for an administrative services organization (ASO) which will support and staff Wraparound Oregon-Multnomah, a family-driven, child-centered organization to promote a coordinated effort among agencies and staff to achieve a comprehensive system of care for children/youth and their families with the goal of improved child/youth functioning.  
PURPOSE OF POSITION    Briefly summarize the purpose of this position.  How does it support the Program?       
The Family Advocate acts as an impartial, confidential advocate for concerns from families, children and youth receiving services as defined by the State Children’s Wraparound Initiative under the auspices of HB 2144. Additionally, the Family Advocate provides informal assistance and facilitates dispute resolution in matters of concern to families/children/youth who are receiving services. Serving as a designated neutral, the person in this position acts as an advocate for fairness in the administration of Wraparound Oregon-Multnomah policies and procedures and assists the Department in incorporating consumer perspective and peer delivered services into the continuum of care.
SECTION 3.  DESCRIPTION OF JOB DUTIES - IMPORTANT AND ESSENTIAL FUNCTIONS.    Jobs generally consist of four to six major functions that are directly related to the purpose of the position.  List these major functions below, along with the tasks performed.   Functions will be sets of tasks that generally take 10% or more of the job.  List the major functions with the corresponding percentage of time, in descending order of time.

% of Time      ESSENTIAL JOB FUNCTIONS - directly related to the reason that the job exists


	     %
	Function 1: Individual consumer advocacy
Visit and interact with consumers, consumer representatives and families to explain the consumer advocate function. Teach consumers how to negotiate bureaucracies and service systems. Provide linkages to other services including health, housing, and transportation. Refer to other Federal, State, and County programs and/or community resources when appropriate.

	     %
	FUNCTION 2: SYSTEM IMPROVEMENT
Discuss family needs with consumers, consumer representatives and families to help identify gaps in system of care.  Communicate identified gaps to WO-M administration and make recommendations for cost effective solutions. Identify and report to WO-M, the Division and the Department any other issues potentially needing system reform. Provide technical and other assistance for mental health consumer-based groups in the development of peer delivered service programs. Recruit consumers to participate on advisory boards and committees.

	     %
	FUNCTION 3: DISPUTE RESOLUTION
Assist consumers in communicating problems through appropriate channels. Document and refer all complaints to the WO-M and it’s partner’s Quality Management programs. Carry out appropriate advocacy or investigative action as assigned by QM programs in order to achieve desired resolution of consumer complaints. Maintain confidentiality of observations and communications with or about consumers, consumer representatives, family members and/or any complainant.

	%
	FUNCTION 4: PROVIDER OUTREACH
Work with WO-M Program Manager to determine a regular schedule for meeting with WO-M provider agency administration and staff to create a good working relationship. Discuss issues facing provider agencies to gain an understanding of how these issues may affect consumer advocacy methods.

	%
	FUNCTION 5: REPORTING
On a weekly basis summarize and report all visitations, meetings, observations, identified problems, actions taken and communications to WO-M in a format determined by Supervisor. Enter all required information into data systems, maintain accurate records and develop any requested reports.

	     %
	FUNCTION 6: MAINTAIN A SAFE AND HEALTHFUL WORKPLACE      (Supervisory jobs) The incumbent will implement safety and health policies/procedures applicable to their area and ensure employees supervised receive safety and health training so that they can safely and properly do their work.  They will follow all policies/procedures in place to provide for a safe and healthful work place, and strive for continuous improvement in providing a safe and healthful work place.   (Non Supervisory)  This position will incorporate safe work practices with each task performed and actively participate in initiatives designed to promote a safe work environment.

	     %
	Other duties as assigned:     


	100%
	


SECTION 4.  GUIDELINES         List the Laws, Rules, Policies, and Procedures that provide the boundaries within which this position operates.  What latitude does the position have?  Will it rigidly follow a set procedure, or will it interpret information and decide on a course of action?

County policies and procedures
County work rules

HIPAA and FERPA
Oregon Administrative Rules

Oregon Revised Statutes

State of Oregon Mental Health Organization contract

Oregon Health Plan policies and procedures

WO-M IGA

SECTION 5. KNOWLEDGE SKILLS AND ABILITIES
· System of Care and Wraparound values, principles and practices

· English usage, spelling, grammar and punctuation

· Business letter writing and basic report preparation techniques

· Basic mathematical and statistical principles

· Principles and practices of record keeping and reporting

· Learn eligibility requirements for services provided by the County

· Learn referral sources availability within the community

· Learn pertinent federal, state, and local laws, codes and regulations

· Learn basic procedures and policies of the Department

· Access, interpret, and apply computer client data information

· Communicate clearly and concisely, both orally and in writing

· Prepare routine and special reports

· Analyze and interpret policy information and understand and follow complex written and oral instructions, rules and procedures

· Maintain accurate and concise records

· Establish and maintain cooperative working relationships with those contacted in the course of work

· Travel to and enter consumer’s residence

· Gain cooperation through discussion and persuasion

· Communicate with clients of various ethnic and socioeconomic backgrounds

· Effectively gather required information in a professional, culturally competent, customer service oriented manner

· Recognize and analyze service system needs of consumers

· Interpret and explain Oregon Health Plan, Verity, and the WO-M benefit package and services to family/children/youth as part of the Statewide Children’s Wraparound Initiative
· Adhere to defined policies and procedures

· Maintain composure and impartiality while advocating for consumers

· Maintain confidentiality of consumer records and all other consumer information

· Use and/or operate office equipment i.e., personal computer, calculators, copiers, etc.

SECTION 6.  WORK CONTACTS       With whom (outside of coworkers) will this incumbent regularly come in contact?

Who Contacted
How
Purpose
How Often
Children/Youth/Family members
In person/Phone/Mail
Advocacy/Information
As needed/Daily

Advocacy Groups

In person/Phone/Mail
Presentations/Coordination
As needed
Provider agencies

In person/Phone/Mail
Presentations/Coordination/Advocacy
As needed

Health Plans

In person/Phone/Mail
Coordination/Advocacy
As needed

Hospitals

In person/Phone/Mail
Coordination/Advocacy
As needed

Allied Agencies

In person/Phone/Mail
Presentations/Coordination/Advocacy
As needed
Other County Departments
In person/Phone/Mail
Presentations/Coordination/Advocacy
As needed
SECTION 7.  JOB-RELATED DECISION MAKING    Provide examples of the kinds of decisions made by this position.   Indicate the impact of the decisions.

     
Decisions made by Consumer Advocate will determine how he/she works with consumer to resolve disputes or grievances. The decisions can affect whether the consumer is successful in obtaining the services they’re seeking.
SECTION 8. BUDGET AUTHORITY      Will this position commit department operating monies?    FORMCHECKBOX 
Y  XN

If “YES”, how much money?  For what purpose?

SECTION 9.  REVIEW OF WORK Who reviews the work of this position? 

 List name and job title.  

 

How often?  



Program Manager, ASO, Wraparound Oregon
Daily informal meetings to check in on status of advocacy work.

Weekly formal supervision meetings.











SECTION 10. – SUPERVISORY DUTIES List positions and number of current incumbents this position will supervise.  

	CLASS NAME & JOB CODE
	                                        POSITIONS PER CLASSIFICATION

	
	                                                         # of positions

 

	N/A
	     

	Classification
	                                                          # of positions



	
	     

	Classification 
	                                                         # of positions



	
	     

	Classification
	                                                         # of positions


For positions supervised, please clarify the level of responsibility for the following decisions. Check the appropriate boxes.   
	
	RESPONSIBILITY LEVEL

	Function
	Take the Action, then

Inform Supervisor
	Effectively   Recommend
	Provide input
	N/A

	Hire/Promote/Transfer
	     
	     
	     
	     

	Discharge/Suspend
	     
	     
	     
	     

	Employee Discipline
	     
	     
	     
	     

	Pay Increase Approval
	        
	      
	       
	       

	Overtime / Leave Approval
	     
	     
	     
	     

	Written Performance Appraisal
	     
	     
	     
	     


SECTION 11.:  WORKING CONDITIONS      This position requires:
	Condition
	Rela​tive Fre​quen​cy

	
	Infrequently < 10%
	Seldom  10% - 25%
	Moderately  25% - 50%
	Always >50%

	Work overtime
	X
	
	
	

	Work different shifts
	X
	
	
	

	Work on weekends
	X
	
	
	

	Daytime travel
	
	
	X
	


SECTION 12. – PHYSICAL FACTORS 
                  Check the box that best describes the overall amount of physical effort typically required by your job.  Double-click the appropriate gray box, and then change the Default Value to “Checked”

X
Standard - Normally seated, standing or walking at will.  Normal ability to do some bending and light carrying.

 FORMCHECKBOX 

Restricted/Not Mobile- Confined to immediate work area; can only leave workstation during assigned breaks.

 FORMCHECKBOX 

Exertive - Extensive walking, recurring bending, crouching, stooping, stretching, reaching or similar activities; recurring lifting of light or moderately heavy items.

 FORMCHECKBOX 

Strenuous - Considerable and rapid physical exertion or demands on the body such as frequent climbing of tall ladders, continuous lifting of heavy objects, crouching or crawling in restricted areas; exertion requires highly intense muscular action leading to substantial muscular exhaustion.

Please identify each appropriate physical activity required in the performance of this job and indicate the relative code (see below) for each activity.  Enter “N/A” in column I if you are not required to perform the respective activity. 

	Frequency:
	I = Infrequent (less than 10%)

S = Seldom (10% - 25%)
	M = Moderate (25% - 50%)

A = Almost Always (more than 50%)


	Activity Levels
	Rela​tive Fre​quen​cy

	
	Infrequently < 10%
	Seldom  10% - 25%
	Moderately  25% - 50%
	Always >50%

	Lift/Carry - Heavy     45 lbs. & over
	X
	
	
	

	Lift/Carry -  Moderate    15 - 45 lbs.
	X
	
	
	

	Lift/Carry – Light       15 lbs. & less
	
	X
	
	

	Pull / Push
	
	X
	
	

	Reach / Work Overhead
	
	x
	
	

	Use fingers
	
	
	
	X

	Use of both hands
	
	
	
	X

	Walk
	
	
	X
	

	Stand
	
	
	X
	

	Sit
	
	
	x
	

	Crawl/Crouch
	X
	
	
	

	Run
	           x
	
	
	

	Kneel
	x
	
	
	

	Repeated bending
	x
	
	
	

	Climb
	x
	
	
	

	Operate motorized equipment
	
	
	x
	

	Discharge firearms
	
	
	
	

	Speech
	
	
	
	x

	Visual requirements:
	
	
	
	

	- Near vision, 20 inches or less
	
	
	
	x

	- Mid-range, more than 20 inches/less than 20 ft
	
	
	
	x

	- Distance, 20 feet or more
	
	
	
	x

	- Color, ability to identify and distinguish colors
	
	x
	
	

	- Depth Perception
	
	
	
	x

	Repetitive motions
	
	
	x
	

	Hearing requirements
	
	
	
	x

	Other Special Factors:
	
	
	
	


SECTION 13. – ADDITIONAL JOB-RELATED INFORMATION Any other comments that would add to an understanding of this position:

SPECIAL REQUIREMENTS:  List any special mandatory recruiting requirements for this position:

Must be a current or previous consumer of mental health or addiction services to be eligible for this consumer advocate position. 
Passing of a criminal background check may be required
SECTION 14. - ORGANIZATION CHART   Attach an Organization Chart that shows this position.  Hand drawn is OK, no formal requirements, just so it shows supervisor and co-workers.

SIGNATURES

     









     
Employee Signature







Date



     





     



     
Supervisor Signature







Date
     





     



     
Division/Department Signature






Date
     








     
Department HR Manager/Analyst






Date
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