JOB TITLE:

Counselor Assistant - start date 7/1/2017

LOCATION:

Various – Buffalo, Hamburg, North Collins

REPORTS TO:

Program Director

JOB GROUP: VI
FLSA STATUS: Non-Exempt

SUMMARY:
Responsible for supporting clinical staff in Certified Community Behavioral Health Clinic. Will provide
supporting duties including requesting and organizing clinical/medical records, completing supportive
documents for clinical staff, providing support to clinical and nursing staff as needed.
RESPONSIBILITIES:
- Coordinates care between clinical team, prescribers, and nursing staff
- Helps nurse oversee medication clinics
- Assists counselors in obtaining resources needed for group and individual sessions
- Oversees doctor schedule and insures productivity and adherence of schedules.
- Communicates with community resources (PCP, insurance companies, inpatient and detox
facilities) involved in client care as per clinical staff’s need.
- Obtains toxicology and lab reports for counselors and nurse
- Helps to complete court reports, completion of paperwork and other clinical data needed
- Coordinates and schedules with necessary medical appointments
- Manages general upkeep of waiting areas (e.g.making coffee, organizing waiting area, updating
client bulletin boards) in order to maintain a clean, orderly environment
- Greet clients and visitors entering/exiting the building
- Supervises entryway and waiting areas to ensure waiting room rules are followed
- Other duties as assigned by the Program Director
QUALIFICATIONS:
Associates degree in health related field and 2 years of experience working with Addiction population
or Bachelors degree in related field. A valid NYS driver’s license and reliable vehicle.
Bilingual English/Spanish, Arabic, or other language strongly preferred.
To apply, please use one of the following links:
If you are interested in this position and you ARE bilingual
Admin Staff (Bilingual): https://home.eease.adp.com/recruit/?id=976221
If you are interested in this position and you are NOT bilingual
Admin Staff (English Only): https://home.eease.adp.com/recruit/?id=976151
Case manager (Bachelors degree): https://home.eease.adp.com/recruit/?id=3829471
CD Counselor (CASAC, CASAC-T): https://home.eease.adp.com/recruit/?id=917411
If link does not connect, please copy and paste address in your web browser
For more information please visit www.lake-shore.org

