The Three Affiliated Tribes
Job Description

MHASL Case Managers

EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER

REPORTS TO: MHASL Case Manager FLSA STATUS: FT-Regular
Supervisor
DEPARTMENT: MHA Sober Living LOCATION: 525 N. 9t St., Bismarck,
SALARY: DOQ/DOE ND 58501
CLASSIFICATION: Non-Exempt OPENING DATE:

CLOSING DATE:

POSITION SUMMARY: The MHA Sober Living Program is seeking highly motivated
individuals to serve as our case managers. These positions are responsible for assisting in all
aspects of case management for both residential and outpatient clients. These individuals will
follow clients from admission, through treatment and post treatment to ensure appointments,
aftercare coordination, and all other individualized case management needs are completed. This
position serves as an integral member if the multidisciplinary treatment team, supports the
organization and program philosophy of care; ensures the safety and well-being of each resident.
The purpose of this position is to participate in all care coordination and case management
functions and activities. This position reports to the MHASL Program Supervisor and MHA
Recovery Executive Director.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
1. Participates in the selection process for the MHA Sober Living Program and

manages referrals for residential substance use disorder treatment.

2. Conducts comprehensive psycho-social intake assessments and evaluations for
new referrals; presents applicants during treatment team meetings.

3. Ensures all intake materials and required admission documentation are complete
and received prior to admission.

4. Acts as a liaison between referring agencies and the treatment program to
coordinate intake, treatment, and aftercare services.

5. Participates in multidisciplinary treatment team meetings, assisting with aftercare
planning, discharge planning, and ongoing case coordination based on resident
needs and available resources.

6. Maintains consistent communication (verbal or written) with referring agencies,
family members, or representatives regarding resident progress and care
concerns.

7. Maintains accurate and timely case records, including intake documentation,
reports, and ongoing correspondence.
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8. Oversees intake and case coordination processes, ensuring alignment with
program goals, policies, and organizational objectives.

9. Develops and implements strategies to improve intake, referral management,
and service delivery processes.

10. Ensures chain of command is followed and promotes effective communication
within the team and organization.

11. Attends and participates in meetings, trainings, and professional development
opportunities; maintains required certifications and shares relevant updates with
staff.

12.Assists in the completion of staff performance evaluations and provides guidance
or support to team members as needed.

13.Delegates tasks and projects appropriately to support team efficiency and
program operations.

14.Promotes cultural competency, ethical practice, and sensitivity in all aspects of
program operations.

15. Demonstrates strict adherence to confidentiality standards in compliance with 42
CFR Part 2 and HIPAA regulations.

16.Adheres to all MHA policies and procedures, as well as departmental guidelines.

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

SUPERVISORY REQUIREMENTS:
e The requirement for managing others does not exist.

COMPETENCIES:
* Communication — Demonstrates strong verbal and written communication with clients, families,

referral sources, and team members; maintains clear and accurate documentation.

* Problem Solving — Identifies client needs and barriers, develops effective solutions, and
coordinates services to support treatment and aftercare outcomes.

» Teamwork — Works collaboratively within a multidisciplinary team to support client care and
program goals.

* Organization & Time Management — Manages multiple cases, maintains accurate records, and
ensures timely completion of tasks and documentation.

+» Confidentiality & Ethics — Maintains strict confidentiality in accordance with HIPAA and 42 CFR
Part 2 regulations.
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KNOWLEDGE AND ABILITIES:

Knowledge

¢ Knowledge of social work practices and clinical theory, including assessment and treatment
approaches.

o Knowledge of substance use disorders and the full treatment continuum (intake, treatment,
aftercare).

¢ Knowledge of local, state, and federal laws and regulations governing residential treatment
programs.

¢ Knowledge of MHA Nation policies, personnel administration, and organizational operations.

e Basic computer proficiency, including Microsoft Office (Word, Excel, Outlook).

Abilities

Ability to develop, implement, and evaluate programs and processes.

Ability to build and maintain effective working relationships with diverse populations.

Ability to work collaboratively within a multidisciplinary team.

Ability to present information clearly in both oral and written formats.

Ability to maintain professionalism and performance under pressure or stressful situations.

MINIMUM QUALIFICATIONS AND EDUCATION:

* High School Diploma or GED REQUIRED.

* Bachelor’s Degree in a human services field (e.g., psychology, social work, human services) is

PREFERRED.

* Degree in Social Work or Counseling is RECOMMENDED.

* One (1) year of supervisory or managerial experience is REQUIRED.

» Experience in a substance use disorder treatment setting is PREFERRED.

* Appropriate professional licensure and a minimum of two (2) years of post-licensure clinical

experience is RECOMMENDED.

* Minimum of one (1) year of continuous sobriety is REQUIRED.

* Valid Driver’s License is REQUIRED.

* Any equivalent combination of education and experience that provides the required

knowledge, skills, and abilities will be considered.

WORKING CONDITIONS:

» Work is performed in a combination of office, residential, and outpatient treatment settings.

* Typical work hours are Monday through Friday, 8:00 a.m. — 12:00 p.m. and 12:30 p.m. — 4:30

p.m.; schedule may vary based on program needs.

* Frequent interaction with clients in various stages of recovery, including those experiencing

emotional or behavioral challenges.

* Regular communication with staff, families, referral sources, and community partners.

* May require local travel and occasional evening or weekend hours as needed.

* Requires the ability to sit, stand, walk, bend, and lift up to 25 pounds, while maintaining

professionalism in high-stress or crisis situations.

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.
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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:




