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JOB DESCRIPTION 

Manage the daily operations of the CARE (Comprehensive Assessment Referral and Evaluation) Clinic 
using the standards and guidelines as directed from the Solano County Behavioral Health and Special 
Education Local Planning Area (SELPA) contracts.   This position has primary responsibility for managing 
the staff, providing training and ensuring that services align with contract goals. This position also 
provides intensive, early assessment and mental health intervention services for children, primarily age 
two to six years (and their caregivers) who are likely to have ongoing developmental, social, emotional, 
behavioral, and communicative challenges and oversee and train CARE Clinic staff to provide CARE 
services. 

This individual will help to promote and model ethical sound professional and clinical judgment in working 
with clients, staff, and community; participate and contribute to a positive and supportive work 
environment; share in the upkeep and care of the facility; participate in outreach activities; meet regularly 
with funders and other community stakeholders; attend community events and present information about 
the CARE Clinic program to increase the community’s awareness of and referrals of children to the 
program.  

 

1. CARE Clinic Coordinator  
 Manage daily operations of CARE (Comprehensive Assessment Referral and Evaluation) Clinic. 
 Train and supervise staff. 
 Maintain communication, network and promote program with county partners, including: child 

welfare and mental health services, the SELPA, juvenile and family courts, local attorneys, and 
community groups. 

 Ensure proper safety protocols are practiced by staff and clients, including those required to 
mitigate the spread of the corona virus. 

 Facilitate accurate documentation and reporting funding reviews. 
 Provide referrals and advocacy to other community services.  

 
 
2. CARE Clinic Services and Activities 

 Apply the principles of ABA and other evidence-based/researched-based interventions to help 
children acquire and apply appropriate skills in order to bring about lasting positive and 
meaningful changes in behaviors.   

 Provide Individual Rehabilitation and Group Rehabilitation services for children to reduce 
symptoms and impairments in functioning. 

 Assist the caregivers with the best possible way of helping the children to achieve their treatment 
goals, either through providing them parenting education or teaching them co-regulation skills.   

 Support licensed clinicians by providing ancillary support services to assist the child in meeting 
their treatment goals. 

 Screen children and parents with the appropriate screening instruments and measure results 
 Develops referral plans based upon screening results 

 
3.  Therapeutic Intervention 

 Complete Mental Health Assessments. 
 Develop treatment plans with measurable and observable goals. 
 Provide developmentally appropriate therapeutic interventions for children and families. 
 Complete all agency required documentation and grant-specific documentation in a timely 

manner using eCHART (Child Haven Data Base). 
 Maintain client case file and documentation of services provided. 
 Provide at least 25 clinical hours of service per week (including individual, family, group, case 

conference, consultation, collateral contacts, etc.). 
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4.  Other Responsibilities 
 Attend and participate in team meetings, staff meetings and required trainings. Present cases to 

assess effectiveness of treatment, level of treatment, and review and update treatment goals. 
 Continue to grow and expand educational knowledge and professional skills. 
 Provide the highest possible level of service to clients. 
 Promote teamwork and cooperative effort among employees. 
 Maintain safe practices.  
 Abide by the Child Haven policies and procedures as they may from time to time be updated. 

 
 

Education and Experience 
 Licensed MFT/LCSW or AMFT/ASW, 2 years post license clinical experience  
 Management experience can be in any field, pre or post Master’s 

 
Special Skills, Licenses and Certifications 

 Bilingual in Spanish preferred 
 Excellent written and oral communications skills. 
 Excellent inter-personal skills to develop and maintain critical internal and external relationships. 
 Ability to work with individuals of diverse backgrounds. 
 Ability to handle varying situations with tact and diplomacy. 
 Ability to work both independently and in a team setting. 
 Computer literate. 
 Valid California driver’s license. 

WORK ENVIRONMENT AND PHYSICAL DEMANDS: 

 Close contact with clients. 
 Must be able to physically participate with young children through interactions which may include 

lifting, sitting on the floor, demonstrating large and fine motor skills. 
 Must be able to operate a vehicle on company business.  

 
The job duties, elements, responsibilities, skills, functions, experience, educational factors and the requirements and 
conditions listed in this job description are representative only and not exhaustive of the tasks that an employee may 
be required to perform. The Employer reserves the right to revise this job description at any time and to require 
employees to perform other tasks as circumstances or conditions of its business, funding considerations, or work 
environment change.  

 


