Mosaic Community Services
POSITION DESCRIPTION

Title: Team Assistant



FLSA Status:  Non- Exempt

Department/Division:
Chesapeake Connections – NBC Location

Version Effective Date:  
1/15/2011
GENERAL DESCRIPTION:  The Team Case Management Assistant is responsible for assisting members with basic skills needed to maintain independent living outside of the hospital.

PRINCIPLE RESPONSIBILITIES AND DUTIES:

1. Provide assistance to members in the development of activity of daily living skills including grocery shopping, personal hygiene, laundry, and maintenance of personal living space.

2. Schedule, transport, and accompany designated members to medical appointments in accordance with CC policies.

3. Assist with scheduled activities every Wednesday to facilitate lab runs and community lunch.

4. Provide evening and weekend coverage as assigned.

5. Provide assistance to Clinical Case Managers in helping members attain personal goals for improved quality of life.
6. Performs all other direct, job related duties as is required.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:

1. High school diploma or equivalency.

2. Previous experience working with mentally ill adults and/or in teaching ADLs with a similar population.

3. Good organizational skills.

4. Good verbal and written communication skills.

5. Ability to work evening, weekend and on-call hours as assigned.

6. Basic computer skills to include knowledge of WORD.

7. Valid Maryland driver’s license and a driving record that has (2) or less points on it at the time of hire.
8. Ability to maintain moderate physical activity to include walking (including stairs), lifting (groceries, laundry, etc), driving, and some outdoor activities.

REPORTING RELATIONSHIP:

Reports to the Clinical Team Coordinator, Chesapeake Connections

Approvals:

____________________________       ____________________________   ___________

Name




   Title



              Date

____________________________       ____________________________   ___________

Name




   Title



              Date

The above statements are intended to describe the general nature and level of work being performed by positions assigned to this class.  They are not to be construed as an exhaustive list of all responsibilities and duties of positions so classified.

Revision History:  1/12/2011

Reviewed by: ___________________________


Date: _____________

Reviewed by: ___________________________


Date: _____________

Employee Receipt:

I have reviewed this job description.  I understand that it is my responsibility to ensure my understanding of these duties and determine that they accurately reflect my job requirements. If that is not the case, I understand that I must inform HR in writing of any claimed inaccuracies so that such questions can be addressed and resolved.  My failure to do so will be taken as my concurring with the accuracy of my job description. 
  
Employee Name: ______________________________     Date: _________________ 
