
Our growing company is looking to fill the role of support services. Please review
the list of responsibilities and qualifications. While this is our ideal list, we will
consider candidates that do not necessarily have all of the qualifications, but have
sufficient experience and talent.

Responsibilities for support services

Serve as care manager for 40-60 patients.Patients will be from a primary care
clinic and will have a mental health diagnosis
Assist primary care providers with identifying their patients who have a
mental health condition through implementation of a systematic screening
process using the PHQ-9, GAD-7, AUDIT, or other validated instrument
Meet with patients in the primary care clinic, either per patient request or
provider request.Provide patients with education about symptoms and
treatment related to the mental health condition, including treatment goals
and prevention
Maintain a Registry of patients in the program.Keep Registry data, including
symptomscores and other health outcome variables, other demographic
information updated
Provide some office-based counseling to patients in the program, using
problem-solving therapy, motivational interviewing, behavioral activation,
cognitive behavior therapy, or other evidence-based counseling that is
appropriate for this patient population in this setting
Meet with consulting psychiatrist weekly to review patient Registry, care
manager updates, and most recent symptom scores.Prepare a brief summary
report for the status of each of the patients prior to this meeting to facilitate
an efficient Registry review
Communicate with primary care providers and patients regarding
treatment/management recommendations from consulting psychiatrist
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Coordinate psychiatric referral for patients who do not meet treatment goals
despite regular primary care with added collaborative care model.Also make
and coordinate referrals to other behavioral health or social service providers
when clinically indicated
Serve as the communication liaison regarding depression care between
patients, primary care providers, clinic staff, and consulting psychiatrist

Qualifications for support services

Ability to work nights and weekends is required for virtual candidates
Typically) 6 months – 1 year administrative experience
Proficiency in computer spreadsheet and database applications
Good judgment and problem solving skills to avoid confrontations or
frustrations from customers
Compassion, empathy, and professionalism during interaction with patients,
families, and visitors, including those who are ill or in pain, physically or
mentally challenged
May provide inter-clinic and intra-hospital patient transportation via
wheelchair and/or escorting patients and families to their destination as
required


