
Soothing Minds Counselling & Psychotherapy
Job Description

Job title: 



Accredited Mental Health Social Worker/Counsellor Case 





Manager
Reporting to:


General Manager
Salary: 
Health Professionals and Support Award 2010 – Level 4 – Paypoint 1 $43.57 per hour (dependant on experience and skill level) plus 9.5% superannuation 
Hours: 
Permanent Part-time 
Monday 8am – 4pm & Thursday 12 noon – 8pm 
Location: 
Soothing Minds Counselling & Psychotherapy
Suite 9, 1064 Old Port Road, Albert Park SA 5014
Purpose of the position 

· The Accredited Mental Health Social Worker (AMHSW)/Counsellor Case Manager (CCM) is responsible for providing confidential assessment, treatment, counselling, education and support to individuals, families and the community.

· To provide therapeutic treatment and intervention to help individuals to resolve presenting psychological problems, the associated social and other environmental problems, and improve their quality of life. 

· To deliver clinical social work services in mental health settings and utilising a range of evidence-based strategies.
· The AMHSW/CCM is responsible for working in collaboration with a small multi-disciplinary health care team in the delivery of culturally appropriate psychology services to clients and their families within private practice and the NDIS.
· The role will include outreach service delivery from clinic-based and community-based settings in the Adelaide region. 

Responsibilities & duties
▌Responsibility 1 – Provide counselling and support to individuals, families and groups in the community
· Provide high quality assessment and intervention for clients within the context of Mental Health Care in a professional, confidential and culturally safe manner, in keeping with accepted best practice standards. This will include clinic-based appointments, school-based appointments and home visits

· Work collaboratively as part of the multidisciplinary team to coordinate care for clients, including liaising with internal and external service providers, working with the client’s family and friends, and actively participate in case review meetings

· Relate to clients in a manner which is culturally relevant and appropriate to their developmental and cognitive level of functioning and provide services in a person-centred friendly manner 
· Conduct bio-psycho-social assessments of clients presenting to the service using evidence-based assessment tools

· Conduct risk assessments, including assessment of suicide risk and violence risk and provide follow up support, referrals and treatment

· Monitor clients for critical changes and initiate appropriate emergency procedure in partnership with acute care providers and medical specialists as indicated

· Knowledge and understanding of, and adherence to relevant legislation, policies and issues impacting on service delivery for children, young people, and adults and their families

· Provide timely follow-up, monitoring and care as directed through health assessments

· To design, evaluate and assist in the implementation of evidence based Psychological interventions 

· Prepare and assist in the implementation and review of individual plans for clients

· To consult and liaise regularly with families, carer’s advocate and significant others. 

· Deliver psycho-educational sessions and in-service education sessions in relevant areas and service provision to organisational staff, community organisations or community groups as appropriate and required

· Incorporate a holistic approach to health care that incorporates health promotion activities according to community and organisational priorities

· Ensure information is recorded accurately and in a timely manner in the electronic health record system, and that records are maintained in accordance with Registration Body standards

· Ensure maintenance of privacy and confidentiality in relation to client information in accordance with organisational policy, cultural protocol and professional ethics and guideline

· Work closely with reception staff to ensure that booking and billing of clients is completed efficiently and accurately

· Actively maintain knowledge of the application of the MBS and NDIS relevant to your job role and ensure information about completed MBS and NDIS items is effectively captured for accurate processing of claims

· Manage a varied case load

· Building and maintaining strong relationships
▌Responsibility 2 – Provide education and support, as requested 
Work standard –  Main Activities

· Conduct relevant research to assist in the improvement and evaluation of Social Heath services in consultation with senior manager or delegate

· Contribute to the design, development and evaluation of the SMCP’s mental health and psychological programs and services

· Provide clinical advice, peer supervision and debriefing to staff as required

· To participate in ongoing supervision with supervisor as per professional body standards
· Access, collect and/or distribute relevant information and resources

· Make presentation to groups 

· Access or assist in developing promotional information and materials

· Maintain personal knowledge by completing in-house or external training
▌Responsibility 3 – Manage and administer work
Work standard – Main Activities

· To maintain up to date, accurate and comprehensive records and case notes in accordance with SMCP policy, Registration Body and best practice standards;

· To attend team meetings and casework supervision meetings as required;

· Write assessments and reports in a timely manner; 

· Maximise Medicare & NDIS billings / claims through effective and timely clinic and patient records processes

· Maintain accurate client records, including the collection and collation of statistical information in order to forecast demand for services and allocation of budgets

· Provide periodic performance and evaluation reports to the General Manager as required

· Adhere to National Disability Insurance Scheme (Incident Management and Reportable Incidents) Rules 2018; 

· Adhere to National Disability Insurance Scheme (Restrictive Practices and Behaviour Support) Rules 2018; 

· Adhere to ethical standards of clinical and research practice in accordance with Registration Body policy frameworks. 

· Contribute to the resource library of information about mental health disorders and other related topics

· Ensure and secure the confidentiality of all clients’ interactions and records

· Promote and maintain safe work practices in accordance with Soothing Minds Counselling & Psychotherapy OH&S policies and procedures

· Conduct all tasks with regard to any and all relevant legislation, policies and procedures

▌ Responsibility 4 – Training and Development
· To attend relevant training as required

▌Responsibility 5 – Policies and Procedures

· Comply with SMCP policies and procedures, and relevant legal and ethical standards, including accountability, ethical practice, duty of care, confidentiality, relevant accreditation standards and workplace health and safety 

▌Responsibility 6 – Child Protection 
· Report to Department of Child Protection (DCP) all cases of suspected risk of harm to children and/or young people as per the Policies and Procedures

· Assist in the reporting and investigation of all relevant issues as prescribed by the Ombudsman SA.

· Report to the NDIS Quality and Safeguards Commission any reportable incident

▌Responsibility 7 – Self-Management and Team Contribution  
· Maintain confidentiality in line with Code of Conduct and comply with all SMCP Policies and Procedures

· Work as part of a multi-disciplinary team including GPs, Health Workers and Allied Health staff

· Provide supervision as appropriate to less experienced staff, Health Workers, Allied Health Assistants and students and provide in-service education in areas relevant to mental health service provision as required

· Provide input into the development of clinical practices, procedures and protocols within the work area

· Participate in quality and service improvement activities to continually improve client care

· Comply with all professional development requirements for maintenance of registration as an Accredited Mental Health Social Worker / Counsellor Case Manager with the appropriate Registration body
· Participate in scheduled performance appraisals; undertake further training and skills development identified for optimum ongoing performance in the job role

· Actively participate in professional development including continuing education opportunities provided through the organisation and regular clinical and cultural supervision

· Work within the legal and ethical frameworks required by the organisation and the psychology profession

· Streamline procedures for seamless client care within SMCP and with external providers

· As an employee, work in a healthy and safe manner and encourage others to do the same; comply with all warning and safety signage; report or rectify any unsafe conditions; adhere to SMCP’s Workplace Health and Safety policies and procedures

· Relate to other work peers within SMCP and other Government and Non-Government organisations/ services doing similar work;

· Ensure the developments of therapeutic relationships with clients of the service are maintained professionally; and

· To communicate with referring agents and clinicians in the community involved in the ongoing management of individual consumers and their carers.

▌Responsibility 8 – Foster Linkages  
· Work to foster productive relationships with all clinic, program and support staff, relevant partner organisations within the communities and appropriate cultural connections within the communities

· Work to foster productive working relationships with relevant government departments, schools, hospitals, key providers and other specialist providers including network with other Psychologists within the region
Responsibility 9 – Support other therapists and General Manager
Work standard – Main Activities

· Assist the General Manager as requested or other therapists as needed
· Always adhere to all company policies and procedures 
Please note that the duties outlined in this position description are not exhaustive, and only an indication of the work of the role. The organisation can direct you to carry out duties which it considers are within your level of skill, competence, training and scope of practice.
Selection Criteria

Below are the essential (unless otherwise indicated) qualifications and experience a person requires in order to successfully fulfil the responsibilities of this position. An applicant must provide specific information and examples of how you can meet each of these criteria in your application in order to be considered for this position. 

1. A comprehensive understanding of the mental health issues impacting the lives of children, youth, and adults and a strong commitment to improving health outcomes

2. Demonstrated understanding and commitment to the philosophy and practice of a Mental Health Service and the ability to work sensitively and effectively with children, youth, and adults
3. Demonstrated skill in working in a primary care setting, in particular the ability to work as part of a multidisciplinary team with a sound understanding of your role as an Accredited Mental Health Social Worker/Counsellor Case Manager delivering services for children, youth and adults and their families in this context

4. Demonstrated experience in the provision of clinical, evidence-based assessment and interventions with children, youth and adults and their families that present with mild to moderate mental health conditions or complex presentations related to, for example; disability, trauma, substance misuse, grief and loss, or family relationships

5. Demonstrated ability to work with minimal supervision and/or in as a sole professional in this environment

6. Demonstrated ability to engage in mentoring and supervision of other Allied Health / less experienced staff and providing education/training in psychology related areas within this primary health care context

7. Demonstrated effective verbal and written skills with particular emphasis on interpersonal communication skills, establishing trust and rapport, maintaining confidentiality and record keeping

8. Demonstrated competence in use of information technology, internet and desktop applications; e.g. electronic client record systems, Outlook, Word, Excel and database packages

Academic & qualifications

	Essential
	Desirable

	Bachelor and/or Masters of Social Work/Counselling
	Addiction Counselling

	Current full registration with AASW/PACFA/CCA
	

	
	

	
	


Practical Requirements 

· Current C Class Drivers Licence (SA) – essential
· Current CPR and First Aid Certificate
· Current DCSI (Working with Children and young people) or willingness to apply for
· Satisfactory National Police Check
· Current Medicare Provider Number or capacity to obtain
· Willingness to work flexible hours as required, including the requirement to travel, work and stay overnight for specific requirements

Work experience & skills
	Essential
	Desirable

	Positive and self-motivated
	

	Excellent communication skills
	

	Analytical and problem-solving skills
	

	Demonstrate sound decision making in dealing with safety issues and with aggressive clients
	Experience working within a health environment

	Mediation and negotiating skills
	

	Conflict resolution skills
	

	Effective counselling skills
	Minimum five years’ experience

	Effective verbal and listening communication skills
	Experience in abstinence-based program


	Computer skills including the ability to operate spreadsheets, word processing and email programs
	Minimum 40 wpm

	Effective written communication skills including the ability to prepare reports and policies
	

	Effective public relations and public speaking skills
	

	Stress management skills
	

	Time management skills
	

	Able to manage your own case files on an independent basis
	

	Be able to work cooperatively as part of a team
	


Knowledge
	Essential
	Desirable

	The causes and effects of substance and/or behavioural addictions 
	Diploma in Addictions

	Understanding of Addiction & Mental Health Issues
	Empathy towards clients and family

	Needs and risk assessment
	

	Family dynamics
	

	Have an understanding of crisis management and the ability to deal with life threatening situations including prevention of suicide
	

	Case management and confidential record keeping practices
	

	Accepted individual, group and crisis counselling methods
	12 step programs

	All relevant legislation, policies and practices
	

	Program management and delivery and evaluation
	

	Demonstrated understanding of abstinence-based treatment model
	Minnesota Model


Personal qualities & behavioural traits

	Essential
	Desirable

	Be honest and trustworthy
	

	Be respectful
	

	Possess environment awareness and sensitivity
	Being empathetic to clients

	Be flexible
	Available to job share 

	Demonstrate sound work ethics
	

	Maintain standards of conduct
	

	Possess cultural awareness and sensitivity
	

	Be consistent and fair
	

	Maintain client anonymity
	

	If in Recovery
	5 years sober and clean


These skills, knowledge and attitudes would normally be gained through completion of a Master of Social Work combined with related experience.









Relationships
	With
	Purpose

	1. General Manager
	The AMHSW/CCM reports to the General Manager and will follow directions and is responsible for providing counselling and treatment. Failure to provide these services in an efficient and effective manner will result in disruptions in the provision of services.

	2. Other therapists
	The AMHSW/CCM will work in collaboration with other members of the allied health team. Failure to provide these services in an efficient and effective manner will result in disruptions in the provision of services.


WORKING CONDITIONS
Physical Demands

(The nature of physical effort leading to physical fatigue) 

The AMHSW/CCM must be able to prioritize situations and manage time and may find that they are needed at irregular hours causing fatigue and stress. The AMHSW/CCM may experience stress and stress related symptoms due to interacting with clients in crisis. The AMHSW/CCM may be exposed to illness and unsanitary conditions so must take care to protect their own health. They may also have to manage physically threatening clients and be prepared to be responsible for their own safety.
Environmental Conditions

(The nature of adverse environmental conditions affecting the incumbent)
The AMHSW/CCM must be ready to respond quickly and effectively to many types of situations, including crisis situations. The AMHSW/CCM must also have a confidential recording system that can be quickly secured if the AMHSW/CCM is interrupted. The AMHSW/CCM must also be prepared to manage their own stress. The AMHSW may experience isolation because members of the community may not always agree with the decisions the AMHSW/CCM makes, and the commitment to confidentiality may not allow opportunity to respond. 
Sensory Demands

(The nature demands of on incumbent’s the senses)
The AMHSW/CCM will be in contact with individuals and families in crisis who may be ill, using substances and/or not attentive to personal health and safety for themselves. The AMHSW/CCM may experience a number of unpleasant sensory demands associated with the substance use and/or behavioural addiction, and the lack of personal care of the client.






Mental Demands

(Conditions that may lead to mental or emotional fatigue)
The AMHSW/CCM must monitor their own time and stress levels to ensure that they are able to effectively assist clients. The AMHSW/CCM must regularly attend supervision with a qualified supervisor and log and report attendance to the General Manager. Workers may find that they are interrupted and may have to quickly assess situations to respond appropriately. The workload may be unpredictable and difficult to manage at times. The AMHSW/CCM may be placed in a situation where his/her own life may be threatened as well as life-threatening situations for others such as instances of attempted suicide.

Employee Signature__________________________________________Date________________

Printed Name ______________________________________________

I certify that I have read and understand the responsibilities assigned to this position

General Manager Signature______________________________________Date________________

Printed Name ______________________________________________

I certify that this job description is an accurate description of the responsibilities assigned to the position. 

Performance review period: Every three months
Next review date__________________________

The above statements are intended to describe the general nature and level of work being performed by the incumbent(s) of this job. They are not intended to be an exhaustive list of all responsibilities and activities required of the position.[image: image1.png]
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