
Clinical Program Aide 
 
Position Summary:  
The position reports to the Director of Clinical Services and is responsible for providing case 
management services to children and their families and/or caregivers.  This position is the 
primary agency liaison with family members and collateral agencies, including DSS and referring 
agencies and is responsible for coordinating services within and between agencies for each 
child.   
 
Position Responsibilities:  
In a manner consistent with CHK’s Mission Statement and applicable laws and regulations, an 
employee in this position shall: 
 

 Facilitate the exchange of health information and documentation of care received by 
the child in the community, including attending any community based care 

 Coordinate Medicaid services that the child receives in the community and transition 
the child to home or community based living with outpatient treatment as part of 
the discharge planning 

 If child attends school in the community, the staff must coordinate care at school 
and delivered through provider 

 Provide rehabilitation psychoeducation to youth and family to include treatment 
options related to minimizing problem behaviors and eliminating environmental 
stressors 

 Assist youth and family to identify strengths, skills, resources and natural supports 
that help to address functional deficits 

 Assist with rehabilitative support to minimize the negative effects of behavioral 
health symptoms that impact daily living, including safety practices, seeking 
emergency assistance and information for providers 

 Provide psychosocial rehabilitation services to youth that includes the following: 
social and interpersonal skills, daily living skills, and community integration. 

 Attend court dates with youth as assigned related to their permanency planning and 
management of personal behavior in the community. 

 Completes progress notes, treatment conference reports and other paperwork 
assigned 

 
Essential Skills and Experience: 
 

 Ability to speak, read, and writes English fluently, which allows full communication with 
agency staff and 3rd parties. 

 Previous experience with child welfare system, foster care health care requirements 

 Working knowledge of computer accounting system, spreadsheet, and word processing 
software (Excel and Word). 

 Possess a valid driver license with a driving record acceptable to CHK’s insurance carrier 
and possess the ability to drive agency vehicles to other agency sites and places for 
training purposes. 

 Ability to use sound judgment while following agency policies, practices and procedures. 
 

 



Education, Training, & Experience: 
 

 Bachelor’s Degree in Social Work, Psychology, Sociology/ or related field 

 Minimum 2 years of previous experience working with children and or adolescents 
in child welfare setting 

 Previous experience in medical of mental health field preferred 
 
Physical Demands and Work Environment: 
The physical demands described below are representative of those that must be met by an 
employee to successfully perform the essential functions of this position. Reasonable 
accommodations may be made to enable qualified individuals with disabilities to perform the 
essential functions of this position. 
 
Employees will regularly be required to stand; walk; sit; use hands (or hands and arms) to carry, 
finger, handle or feel objects, tools or controls; reach with hands and arms; climb stairs; 
balance; stoop; crouch and kneel. Employees will also be regularly required to hear (with or 
without hearing devices), see (with or without corrective lenses) and speak. 
 
 


