
I.  Minnesota Merit System - Position Description

Submit three copies of completed position description 
to the Merit System.  Two will be returned with allocation 
noted.  The returned copies, one for the agency and one for 
the employee, are the official notice of allocation.

Make NO entries here
Allocation                                         
Date                                              
By                                               

EMPLOYEE’S NAME: APPRAISAL PERIOD:

TO        

AGENCY: DIVISION/UNIT:

CURRENT CLASSIFICATION TITLE:

PREPARED BY: PREVIOUS INCUMBENT:

EMPLOYEE’S SIGNATURE (This position description reflects my current job.) DATE

SUPERVISOR’S SIGNATURE (This position description reflects the employee’s current job.) DATE

AGENCY DIRECTOR’S SIGNATURE (I have reviewed this position description.) DATE

POSITION PURPOSE:

Reportability:
Reports to:

Supervises:

Dimensions:
Budget:

Clientele:
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Discretion % Time Priority Principal responsibilities, tasks and performance indicators. 
If more space is necessary attach copies of this sheet.

II.  Employee’s name



III.  Employee’s name

Machines or equipment used regularly in this position:

Freedom to act and problem solving:

Who reviews your work?

Knowledge, skills and abilities:

(To be completed by immediate supervisor)
Keyboard/data entry is:   ___essential  __incidental to this position and requires ___% of employee’s time

Employee’s comments:

Supervisor’s comments:

EMPLOYEE DATE

DIRECTOR DATE


	employee: 
	name: 
	name2: 
	date: 
	signature: 
	date2: 

	date: 
	start: 
	end: 

	agency: Red Lake County Social Service Center
	division/unit: Social Services
	classification: Social Worker
	prepared by: Kristi Nelson
	previous incumbent: Sarah Kollin
	supervisor: 
	signature: 
	date: 

	director: 
	signature: 
	date: 
	date2: 
	signature2: 

	position purpose: Provides case management for those individuals Red Lake County is responsible for who have adult mental health, child mental health or are in need of child protective services.
	reports to: Sarah Kollin, Social Services Supervisor and Kristi Nelson, Director
	supervises: None.
	budget: Works with agency director and supervisor to authorize services and access various funding sources.
	clientele: Serves children/adults diagnosed with SPMI
	discretion: 
	1: 10
	2: 40
	3: 
	4: 
	5: 30
	6: 
	7: 20
	8: 
	0: 

	percent: 
	time: 
	1: 
	2: 
	3: 
	4: 
	5: 
	6: 
	7: 
	8: 
	0: 


	priority: 
	2: 
	3: 
	4: 
	5: 
	6: 
	7: 
	8: 
	1: 
	0: 

	responsibilities: 
	1: I.  General Case Management Across All Program Areas
   A.   Reviews intakes on individuals requesting services as part of an interdisciplinary team to determine timelines 
and appropriateness of agency intervention.
   B.  Data entry of case notes and other required information into SSIS.
   C.  Keeps current on all program related and other required trainings.
   D.  Makes appropriate community service referrals and provides requested resource information, as applicable.
   E.  Communicates to assigned agency Case Aides, and delegates case aide duties per agency guidelines.
   F.  Provides general program, resource and referral 
	2: II. ADULT MENTAL HEALTH CASE MANAGEMENT
• Performs mental health screenings using the appropriate screening tool and bills for the screenings
• Reviews intakes on adult individuals who are requesting mental health services or present themselves as potentially having metal health difficulties
• Participate as a team  member at regional adult mental health local advisory meetings
• Complete functional assessment for adults

  
	3: • Arrange for diagnostic assessments for adults
• In consultation with mental health case management team develop individual community support plans based on diagnostic and functional assessments for adults
• Provide case management services for those mentally ill clients with co-occurring disabilities in consultation with agency staff members who have knowledge of the co-occurring disability
• Develop and monitor protective service plan as required
	4: • Implement and monitor the delivery of services according to the individual community support plan for adults
• Serve as a member of the MI Prepetition Screening team and provide testimony at hearings as required
• Complete OBRA for individuals with Mental Health needs who are requesting nursing home admission
• Serve as primary person for the agency’s mental health authority


	5: CHILDREN’S MENTAL HEALTH CASE MANAGEMENT
• Performs mental health screenings using the appropriate screening tool and bills for the screenings
• Reviews intakes on children who are requesting mental health services or present themselves as potentially having mental health difficulties
• Complete functional assessments for children
• Arrange for diagnostic assessments for children
• Serve as primary person for the agency’s childrens’ mental health authority
• Monitor progress on individual family community support plan.  Meet with providers and wit the consumer.  Modify case plan as needed
• Insure that case records for children mental health consumers have appropriate information for Rule 79 and generic case management.  Also, insure forms for Rule 79 case management are completed and recorded appropriately

	6: • Insure that all case management time is recorded appropriately on SSIS time sheets for case management reimbursement
• Coordinate mental health services with other service providers; ie Interagency Early Intervention Committee
• For SED children in substitute care, make regular visits to the placement and be involved with reunification
• Agency representative for children’s local advisory council
• Prepare reports to the court, work with county attorney’s office with petitions and attend required meetings
• Review billings submitted by service providers for payment
• Provide public information on Social Services programs to the community and special groups
• Attend relevant meetings, workshops and training sessions
	7: IV.  Child Protective/Child Welfare Services Case Management Back-up
A. Makes home visits to determine needs of individuals and families for services
B. Cooperates with local law enforcement and correction agencies in child abuse and neglect cases.
C. Investigates complaints of abuse and neglect.
D. Interprets child protective services and child welfare laws pertaining to dependency and neglect.
E. Prepares social histories.
F. Maintains case records which meet federal, state and local guidelines.
G. Makes child care institutional and foster home placements.
H. Monitors out of home placements
	8: I. Provides preventative services to the dependent and neglected child.
J. Consults with psychiatrists, psychologists and attorneys in connection with case objectives.
K. Prepares information and recommendations in connection with court cases and proceedings.
L. Testifies in court proceedings.
M. Interprets and implements judicial findings and court orders.
N. Provide services to adolescents ages 14-21 who have been in an out-of-home placement (SELF program)
O. Provide Adoption Services
	0: 

	machines: 
	used: COMPUTER, COPIER, PRINTER, FAX MACHINE, AGENCY VEHICLE



	freedom to act: There is considerable freedom to act and to problem solve in this position.  The worker will be required to follow all applicable laws, rules, policies, and procedures currently in place; but even within these boundaries, opportunities for creativity are significant.    

	reviewer: Social Services Supervisor & Agency Director
	knowledge: Refer to knowledge, skills and abilities under MN Merit System.
	keyboard: 
	essential: Off
	percent: 

	employees: 
	comments: 

	supervisors: 
	comments: 

	clear_button: 


