Position Description

Job Title: 
Intake Coordinator
Department:  
Central Intake
Status: 

Non-exempt                     




Salary Grade:
Position Summary:

Under the direction of the Director of Performance and Quality Improvement, the Intake Coordinator is responsible for the referral, intake and admission processes for Eliada’s continuum of care for treatment and social services.
Major Responsibilities:
1. Work with Program Directors to manage/ensure overall program utilization per agency goals. Implement the referral and admission process. Obtain referrals, review applications for service, obtain supporting documentation, prepare referral summaries, and present to multidisciplinary referral committees.  Extend excellent customer service to families and collateral professionals. 
2. Present Foster Care referrals to Foster Care leadership immediately. Provide timely response to referral sources. Facilitate internal transfer processes within Eliada’s continuum, ensuring completion of funding, authorization, and paperwork for all services included in the transfer.  Participate in the Eliada Adoption Committee to present pre-adoptive requests for placements, and participate in caregiver selection and approval processes. 
3. Prepare for admissions. Complete intake summaries. Disseminate information to program staff. Complete and obtain initial authorization.  Work with the Fiscal office to secure and maintain funding. Facilitate plans to address medical and other special needs of the student. Coordinate work with various departments, Program Directors, and case responsible professionals at Eliada.
4. Conduct admissions into services ensuring alignment with Eliada’s core values. Conduct admission team meetings. Facilitate relevant treatment goals in the PCP; develop and write PCPs, as needed. Ensure that all documentation, information sharing and treatment planning meets agency standards.
5. Work with the Compliance Officer and program leadership to conduct marketing/public relations of Eliada’s services to parents, parent groups, referral agencies, and MCOs/LMEs. Includes web page updates, electronic announcements, campus tours, flyers/letters, and community and state meetings. Participate in development of marketing tools and strategies.
Other Responsibilities:
1.    Ensure the provision of quality services to clients through participation in the agency’s PQI process.
2.    Display competence and responsiveness to cultural differences present in both consumer and employee populations. 
3.    Perform other related administrative and programmatic tasks as requested.
Reporting Relationship:

Position reports to:  Director of Performance and Quality Improvement

Qualifications:

Knowledge:  Bachelor’s degree (preferred in human services). Qualified Professional status is preferred.
Experience:  Experience in behavioral health services required.  Position requires excellent communication, organizational and clinical documentation skills, as well as the ability to represent Eliada on campus and outside the agency.  Position requires an ability to receive, compile and disseminate amounts of detailed information in a timely and efficient manner.  Skills in assessment and treatment planning are required.

Skills/Physical/Working Conditions:  Must possess a valid NC driver’s license and be insurable by Eliada’s insurance carriers.
Disclaimer Clause:
Job descriptions are not intended, and should not be construed to be exhaustive lists of all responsibilities, skills, efforts, or working conditions associated with this job.  They are meant to be accurate reflections of the principal job elements essential for making fair pay decisions.  This position description is not intended as a contract.  A letter of Employment confirms employment.  North Carolina is an at-will employment and Eliada is an at-will employer.   
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