
 

  

 

Job Title: Clinical Director 
Department: Central Intake Unit (CIU) 
Reports To: Executive Director 
FLSA: Salary Exempt 

 

JOB SUMMARY: 

The Clinical Director is responsible for the oversight, accuracy, thoroughness, and appropriateness 
of drug and alcohol screenings, clinical assessments, and treatment referrals in accordance with 
ASAM, DDAP, and COCA standards. This position provides direct supervision and management 
of personnel working in the Central Intake Unit (CIU), MA Jail and Jail Vivitrol Programs, CRN 
evaluations, and Reception Unit. 

This is a working position in which the Clinical Director will conduct daily CRN evaluations, 
detox screenings, and clinical assessments as required. 

 

ESSENTIAL DUTIES & RESPONSIBILITIES (*includes, but is not limited to the 
following): 

 CENTRAL INTAKE UNIT (CIU) 
 

 Reviews, approves, and verifies completion of work for clinical screenings, assessments, 
CRN evaluations, and treatment recommendations completed by clinical case managers 
working in CIU, Treatment Court, MA Jail, and the Jail Vivitrol program, respectfully. 

 Ensures that all required documentation in CPR-Web is completed and uploaded timely for 
all client encounters including, but not limited to, outcome summaries, ASAM criteria, 
consent forms, BH Screenings, Case Management Plans, and other required documents. 

 Ensures that brief Case Management is completed for all individuals completing intake 
services. 

 Verifies that case management follow-up is conducted for all individuals referred to various 
SUD levels of care. 

 Submits to the Executive Director a monthly statistical analysis indicating the number of 
individuals reporting for services, types of funding, levels of care, treatment facilities to 
which clients were referred, treatment refusals, drug of choice, etc. 

 Submits monthly and annual statistical reports to COCA as required. 
 Meets monthly with the Treatment Court Clinical Case Manager and the MA Jail Program 

Coordinator to review productivity and evaluate statistical reports. 
 Meets with the CIU and Reception Area staff on a regular basis as needed. 
 Makes suggested improvements in CIU operations, functionality, and productivity to the 

Executive Director as needed. 



 

  

 Conducts a minimum of one CRN evaluation per day. 
 Conducts detox screenings and client assessments as needed. 
 Prepares. facilitates, and manages the annual DDAP licensure renewal and COCA 

monitoring review for CIU. 
 Manages the SOR Rental Assist1nce program for COCA. 

 

❖ RECEPTION AREA 

 Manages all aspects of the TASC Reception Area. 
 Responds and intervenes in problematic and crisis situations; supports and assists intake unit 

staff with difficult, resistant, hostile, and uncooperative clients. 
 Ensures staff coverage during hours of operation. 
 Verifies that Reception Area staff exhibit professional etiquette when answering telephone 

calls or responding to individuals at the reception window. 
 Maintains order, control, and safety of individuals in the Reception Area. 
 Manages client crises and contacts EMT personnel and/or 911 as needed; writes and 

submits Unusual Incident Reports to DDAP as required. 
 Ensures that individual clients are greeted, processed, and assessed properly in the order they 

arrive by TASC clinical case managers.  
 Verifies that required PA WITS and GPRA information are submitted timely by Reception 

Area staff members. 

 

❖ SUPERVISION and ADDITIONAL DUTIES 

 Provides "hands on" individual training for each new employee. 
 Conducts Probationary and Annual Job Performance Evaluations as required. 
 Completes Performance Improvement Plans (PIPs) and implements disciplinary procedures 

in accordance with the Executive Director. 
 Manages PTO requests and employee attendance. 
 Approved employee timecards in accordance with payroll procedures. 
 Conducts employee supervisory meetings regularly, thoroughly documenting and 

maintaining records of each meeting. 
 Conducts CIU and reception Area staff meetings regularly. 
 Manages annual employee training and training plans. 
 Schedules and hosts "Lunch and Learn" sessions with treatment providers. 
 Attends Treatment Provider Meetings and COCA Providers' Meetings. 
 Establishes and maintains a positive and professional working relationships with referral 

sources including, but not limited to, the Adult Probation & Parole Office, Children & 
Youth Services, the Juvenile Probation Office. Berks Connections/Pretrial Services, State 
Parole, treatment facilities, the Council M, Chemical Abuse (COCA), Service Access 
Management (SAM), and other community organizations. 



 

  

 Establishes and maintains a positive and professional working relationship with all treatment 
facilities, staying abreast of trends, changes, and issues related to the admission and 
appropriateness of TASC-referred clients. 

 Maintains strict adherence to confidentiality requirements and ethical standards during all 
interactions with clients, referral sources, and the general public. 

 Maintains adherence to all HIPPA regulations. 
 Receives and responds to client grievances according to TASC/COCA grievance policy. 
 Provides testimony in court or at administrative hearings when necessary. 

 

QUALIFICATIONS: 

To perform this job successfully, an individual must be able to satisfactorily perform each of the 
essential duties. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. The requirements listed below are representative of the knowledge, 
skill and/or physical or other abilities required. 

EDUCATION & EXPERIENCE: 

 A master’s degree in behavioral Health, Chemical Dependency, Psychology, Social Work or 
related field with two years of drug and alcohol services experience, or 

 A bachelor's degree in Behavioral Health, Chemical Dependency, Psychology, Social Work 
or related field and five years of drug and alcohol services experience. 

 A minimum of two years of supervisory experience or team leadership experience is 
preferred. 

 Working knowledge of standards, ethics, and Code of Conduct regulations specific to 
Counseling, Psychology, and related client services. 

 Ability to handle multiple priorities at one time. 
 Strong organizational skills with the ability to prioritize work and motivate others to work 

cohesively in a team environment. 
 Ability to handle problems and respond calmly and effectively during times of crisis. 
 Superior customer service skills; demonstrated responsiveness, depth of knowledge and 

thoroughness in handling and responding to client-related issues. 
 Ability to effectively communicate with clients, staff, referral sources, treatment facilities and 

community agencies; strong interpersonal skills. 
 Adheres to all applicable federal and state laws and regulation including, but not limited to, 

confidentiality, anti-fraud, HIPPA, _and documentation standards. 
 Proficient computer skills and solid knowledge of Microsoft Office (Outlook, Excel, Word, 

etc.) 

ESSENTIAL PHYSICAL REQUIREMENTS: 

While performing the duties of this job, the employee is regularly required to speak and hear. The 
employee frequently is required to stand, walk, sit, use hands to finger, handle or feel and reach with 
hands and arms. The employee must occasionally lift and/or move up to ten (10) pounds and may 



 

  

infrequently lift and/or move up to twenty-five (25) pounds. Specific vision abilities required of this 
job include close vision, distance vision, color vision and peripheral vision. 

 

OTHER: 

 Requires current Criminal Background and Child Abuse clearances. 
 Requires a post-offer, pre-employment drug screen. 

 

I have read the above job description and acknowledge receipt of same. I understand that this job description is 
not all inclusive and other duties may be assigned. I further understand that it·is my responsibility to ask my 
direct supervisor any questions I may have about my job requirements/duties. 

 

 ___________________________________________________________________________________ 

Employee Signature         Date 

  

________________________ 

Employee Printed Name 

 

 


