Program Assistant – Assessment Center 
Location: Anchorage
Status: Full Time, Non Exempt
Wage: DOE


Position Summary:
Assist clients and visitors, both personally and telephonically, with scheduling appointments and providing information about services available.  Additionally provides secretarial and clerical support to program staff.
Principle Duties And Responsibilities Include But Are Not Limited To:
· Listen to voicemail daily and distribute phone messages accordingly.
· Conduct client follow-up calls as necessary.
· Greet and assist visitors and clients, both personally and telephonically, and direct the individual or call to the appropriate staff member.
· Schedule appointments for staff.
· Ensure client intake paperwork is completed, assisting client, if necessary
· Process client payments
· Ensure client files are completed and filed in a confidential and appropriate manner
· In the absence or unavailability of counseling staff, provide information and referral upon request to telephone callers and walk-in clients.
· Complete and monitor tracking forms for each individual served.
· Provide secretarial and clerical support to program staff.
· Record statistical data and prepare reports to meet agency and funding source requirements as assigned.
· Perform data entry for AKAIMS.
· Complete the Alaska Screening Tool and score.
· Maintain information of program availability for a variety of Akeela, Inc. clinical programs.
· Be a liaison between the program and community resources and referrals.
· Perform other duties as assigned.

Essential Skills-Any Equivalent Combination Of Knowledge, Skills, Abilities, Education & Experience:
· High school degree or equivalent required.
· Two (2) years or more years of receptionist and/or clerical experience required.
· Experience with professional office procedures and filing systems required.
· Demonstrated organizational and self-starter skills.  Ability to meet time deadlines.
· Demonstrated ability to follow Akeela’s Confidentiality Policy and Procedure.
· Excellent verbal and written communication skills.
· Demonstrated experience with IBM compatible computers and Windows, Microsoft Word, Excel, Access, and database software.
· Experience with professional office procedures and filing systems required.
· Ability to work with a variety of office equipment, including, but not limited to, copiers, postage machines, computers, and printers.
· Ability to work with individuals and families from diverse backgrounds and cultures.
· Ability to handle the position without continual supervision. 
· Ability to function under stress. 
· Ability to function and communicate effectively in an interdisciplinary team approach to chemical dependency. 
· Ability to deal with hostile or distraught clients of all age levels and with their family members.
· Ability to regularly attend position.
· Ability to read, write and speak English.
· Advanced degree (masters-level or doctoral-level) in psychology, social work, counseling, child guidance, nursing or similar field; or
· BA/BS in psychology, social work, counseling, child guidance, nursing or similar field and substance abuse treatment training and/or experience; or
Certification as a Chemical Dependency Counselor (CDC) I or Behavioral Health Counselor (BHC) I or higher by Alaska Commission for Behavioral Health Certification (ACBHC), or  certification by another certifying body, such as a state certifying affiliate of the National Association of Alcoholism and Drug Abuse Counselors (NAADAC) or other similar recognized organization;  experience judged as meeting certification requirements may be accepted provided the applicant be certified within six months of hire.  For Case Managers, will accept Behavioral Health Technician (BHT) or Counselor Technician (CT) or similar certification

*YOU MUST SUBMIT APPLICATION TO BE CONSIDERED FOR POSITION. 

Applications can be found @ www.akeela.org
To apply: send application to jobs@akeela.org 


