The Three Affiliated Tribes
Job Description

ADMINISTRATIVE & COORDINATION ASSISTANT

EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER

REPORTS TO: Program Supervisor FLSA STATUS: FT-Regular
DEPARTMENT: Adolescent Recovery Services | LOCATION: New Town, ND
SALARY: $DOQ/DOE OPENING DATE:
CLASSIFICATION: Non-Exempt CLOSING DATE:

POSITION SUMMARY:

The Intake Coordinator is responsible for coordinating intakes, supporting case
management, and providing ongoing advocacy for adolescents receiving substance
use disorder (SUD) services. This position will ensure that adolescents and their
families receive timely, culturally appropriate, and trauma-informed care from intake
through discharge. Duties include intake coordination, service planning, referrals,
transportation, and communication with tribal courts, schools, and community
programs. This position is based at the Circle of Life building in New Town, ND and
reports to the Adolescent Program Supervisor.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

Coordinate and complete adolescent intake processes, including assessments,
required paperwork, and placement into appropriate services.

Provide case management services to adolescents, including monitoring progress,
coordinating care, and developing aftercare plans.

Act as a liaison between the adolescent treatment team, families, schools, tribal
court, probation, and other youth-serving agencies.

Provide or coordinate transportation for adolescents to treatment, medical
appointments, or court hearings as needed.

Ensure family engagement through regular communication and support,
encouraging parental/guardian involvement in the treatment process.

Maintain written case records, prepare progress reports, and ensure all
documentation is completed accurately in the electronic health record system.
Attend and prepare documentation for tribal court hearings regarding adolescent
cases.

Maintain current knowledge of available community and tribal resources to support
referrals.

Adhere to HIPAA and 42 CFR Part 2 confidentiality requirements.

Ensure compliance with the Child Care/Public Trust (CCPT) clearance
requirements.

May be required to work beyond normal working hours, including nights,
weekends, and holidays. (On call (Hotline) may be required)

Participate in continuing professional education, in-service training, and cultural
learning opportunities to enhance professional growth.

Promote cultural sensitivity and respect in all aspects of service delivery.

Other duties as assigned.
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NOTE: The duties listed are not intended to be all-inclusive. Duties assigned to any individual employee are at the
discretion of the appointing authority.

Supervisory Duties:
e This role does not have supervisory duties.

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge

e Adolescent development, risk/protective factors, and trauma-informed care.
Substance use disorders and treatment processes for youth.

Case management practices and intake coordination.

Local and national resources for adolescent and families.

Tribal, state, and federal policies governing adolescent behavioral health services.

Skills

e Strong verbal, written, and interpersonal communication skills.

o Ability to engage adolescents and families effectively.

e Competency in maintaining accurate case records and electronic documentation.
Abilities

e Relate effectively to adolescents and families from diverse cultural and

socioeconomic backgrounds.

e Collaborate with courts, schools, treatment teams, and community programs.

e Maintain professionalism and self-control in stressful or crisis situations.

e Foster positive relationships with clients, families, staff, and community partners.

MINIMUM QUALIFICATIONS AND EDUCATION:

e GED or Highschool education. (REQUIRED)

e Minimum of 1 (one) year of continuous sobriety. (REQUIRED)

e Must pass Child Care/Public Trust (CCPT) background clearance (REQUIRED).

e Degree in social work, psychology, counseling, or a human services field.
(PREFERRED)

e Minimum of one year experience working with adolescents in a behavioral health
or substance use disorder treatment facility. (PREFERRED)

e Degree in human service field (PREFERRED)

e Must pass a Level lll — Child Care Public Trust background check (REQUIRED)

WORKING CONDITIONS AND PHYSICAL EFFORT:

e Unless otherwise properly approved, the normal schedule of hours is from 8:00am
to 12:00pm (noon), and from 12:30pm to 4:30pm. Deviation from the normal
schedule may be required for certain programs.

e Position may require flexibility to work a variety of shifts outside of regular business
hours, including early mornings and holidays based on operational needs and
staffing schedules.
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e Working primarily performed at the Circle of Life building in New Town, ND

e Position may require evening or weekend hours to accommodate
adolescent/family needs.

e Duties may involve transportation of adolescents to treatment, court, or other
services.

e Work may involve stressful situations related to adolescent behaviors or family
crises.

e Normal office work with frequent bending, stooping, reaching.

e Slight physical effort: lift/carry up to 5 Ibs. occasionally during the workday.

Note: The statements herein are intended to describe the general nature and level of work being performed by
employees and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel
so classified. Furthermore, they do not establish a contract for employment and are subject to change at the discretion
of the employer.

Preference will be given to bona fide American Indian applicants in accordance with TAT policies and Federal Indian
regulations for such preference.

THE MANDAN, HIDATSA, ARIKARA TRIBES DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR,
NATIONAL ORIGIN, SEX, RELIGIOUS PREFERENCE, AGE, HANDICAP, MARITAL STATUS, POLITICAL
PREFERENCE, GENETICS, OR MEMBERSHIP OR NON-MEMBERSHIP IN AN EMPLOYEE ORGANIZATION,
EXCEPT AS ALLOWED BY THE INDIAN PREFERENCE PROVISION OF THE CIVIL RIGHTS ACT OF 1964, AS
AMENDED AND NORTH DAKOTA HUMAN RIGHTS ACT.

PERSONS OF INDIAN ANCESTRY WHO WISH TO CLAIM INDIAN PREFERENCE SHOULD SUBMIT A COPY OF
THEIR TRIBAL ENROLLMENT CERTIFICATE INDICATING THE AGENCY ENROLLED.

All interested individuals must submit the following information:
1. Job Application
2. Diplomas/Certificates and Transcripts
3. 2 Forms of Identification: Driver License and/or State Issued ID and 1 Other
4. Indian or Veteran Preference documents (If applicable)

Submit all necessary information to Recruitment@mhanation.com

Supervisor Signature: Date:

Employee Signature: Date:
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