POSITION CLASSIFICATION QUESTIONNAIRE

Department:  

Incumbent:   

Work Schedule/Location:   

Working Title: 
EAP DIRECTOR
Class Code:
0B36
Immediate Supervisor/Title:  

Position Summary (briefly describe the general purpose of the position)

The EAP Director will oversee the total operation of the Arkansas Employee Assistance Program facilities and its programs.
Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

Adhere to UAMS Department of Psychiatry Policies and Procedures.

Adhere to AEAP Policies and Procedures.

Attend all mandatory departmental, division and program level trainings and meetings.

Facilitate the design, implementation and evaluation of programs within the EAP.

Participate in supervision as appropriate for licensure and to ensure maintenance of quality services.

Maintain licensure and required continuing education units.
Provide assessment, motivational counseling, short-term counseling, referral, case management and follow-up services.

Maintain client files/database.

Provide trainings, workshops, crisis intervention and debriefings.

Provide supervisory/management consultations.

Maintain records/database for services to organization.

Gather and analyze data associated with the continuous improvement of the quality of services provided.

Demonstrate continued performance improvement through assuring that departmental staffs are knowledgeable of performance improvement, and that staff are competent to provide quality services.

Position Directly Supervises/Leads (name/title) 

Director supervises a large number of clinical staff in planning and directing programs of EAP.
Decision Making:   

Facilitate the design, implementation and evaluation of programs with in the EAP; maintain ongoing communication of inter and intra departmental and cross organizational activities; gather and analyze data associated with the continuous improvement of services provided.

Assessment by interview and use of assessment instruments for employees and their families.

Short-term counseling for problem resolution using an individualized plan of action.

Motivational counseling, referral, case management, and follow-up services to employees and their families

Consultation to employees, supervisors, and managers for resolving workplace conflicts and problems, enhancing the work environment and improving job performance.

Develop and provide educational training and workshops.

Critical incident debriefing and crisis intervention services

Maintain ongoing assessment of organizational needs and communication with organization.

Evaluate and report utilization of services to organization.

Manage and monitor affiliate providers to insure quality service provision.

Budget Responsibility: 
Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)
 

Accountability (direct responsibility for outcome of projects or decisions made): 

Knowledge of policies, procedures, and standards of practice and care specific to the Employee Assistance Program; UAMS Department of Psychiatry standards and guidelines; National EAPA standards and guidelines; Confidentiality policies and laws; child abuse policies and laws; biopsychosocial assessments including substance abuse; specific therapeutic modalities and interventions; DSM IV diagnoses; community resources; organizational dynamics and workplace issues; customary business practices; leadership skills; interpersonal and public speaking techniques marketing techniques; ethnic and cultural differences among individuals; fiscal management, funding resources and community agencies; contract management and knowledge of Industry trends.
Maintain client files/database

Assistance to work organizations in managing provider contracts and in establishing and maintaining relations with service providers, managed care organizations, insurers, and other third-party payers.

Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position) 
Bending  (%)______Standing  (%)__X___Walking  (%)___X__Eyesight  (%)______
Hearing  (%)______Driving  (%)_______Speaking  (%)_____
Repetitious Movement  (%)______
Lifting, weight lifted______

Lift to: waist, _______chest, _______above head_______

Exposure To Harsh or Extreme Conditions (chemicals, cleaning agents, blood and body fluids, extreme temperatures)

Equipment Used In Position (type and percent time)

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

Ability to Follow Oral Instruction, Read and Write.
High School, GED or formal educational equivalent 
Baccalaureate Degree, Major: 
Advanced Degree, Type/Major: Masters in Social Work, Psychology, Counseling or related field
Professional License/Certification: Must be a licensed mental health professional; must have valid Arkansas Driver’s License, CEAP preferred.
Work Experience, (Length of Time, General and Directly Related): Specialized training in EAP related services and personnel management.  Minimum of five years experience in clinical services preferred.

I have participated in the review of my job and agree with the above description.

Yes_____No_____Comments_________________________________________________________________________________

Required Signature____________________Date________________________________________________________________

As supervisor of this position I have participated in the review and agree with the above description.

Yes_____No_____Comments________________________________________________________________________________

Required Signature____________________Date_______________________________________________________________



