EXECUTIVE ADMINISTRATIVE ASSISTANT
Job Description
Effective October 19, 2009

SAMHSA
Certified Alcohol and Drug Counselor


OVERVIEW
The Certified Alcohol and Drug Counselor provides individual, group counseling, and educational classes to chronic drug and alcohol users and refers clients on an on-going basis to other treatment programs for additional support. The Certified Alcohol and Drug Counselor will provide direct services to clients which will include documentation of progress notes. Certified Alcohol and Drug Counselor must maintain (40) hours of Certified Continuing Education units every two years.

SCHEDULE
40 hours per week, Mon-Fri. Travel to other sites may be necessary.

ESSENTIAL DUTIES: The duties and responsibilities of the Certified Alcohol and Drug Counselor under the supervision of the Program Director include and are not limited to the following:

· Conducts individual and group counseling sessions for clients
· Conducts outreach throughout Sacramento and Yolo Counties
· Conducts educational classes for clients
· Conducts intakes, assessments, and six (6) month follow-up with client
· Screens client for possible (15) fifteen month program
· Conducts case planning and service coordination 
· Maintains working relationship with client
· Conducts random drug screening of clients
· Schedules make-up classes, transfer classes, and re-entry classes
· Provides counseling support and coordinates services and referrals with other community agencies and service providers 
· Participate in multi-disciplinary team meetings
· Monitors and records client attendance, participation, and progress
· Provides additional written reports as required by program guidelines
· Attend weekly meetings
· Reliable transportation is necessary to conduct outreach, presentations, intakes, and follow-ups.
· Performs other duties as assigned

MINIMUM QUALIFICATIONS AND EXPERIENCE
The equivalent of one (1) year full-time professional counseling experience in alcohol programs (per California State Law); AND (1) year in substance abuse classes; AND knowledge and experience in the area of substance abuse problems and individual and group counseling/education techniques.

KNOWLEDGE AND ABILITIES
Knowledge of substance abuse problems and individual and group counseling/education techniques; ability to work with resistant and even hostile clients while maintaining a professional demeanor; ability to communicate effectively both verbally and in writing; computer knowledge; ability to work cooperatively with other staff members; ability to perform different tasks in close sequence in a limited time frame; and performs other duties as assigned.

Possession of a valid California driver’s license and vehicle insurance; proof of citizenship or legal resident status; able to maintain high standards of professional conduct, work, and appearance. 


PHYSICAL DEMANDS AND WORK ENVIRONMENT
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of the job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

· While performing the duties of this job, the employee is regularly required to sit and talk or hear, use hands to finger, handle, feel or operate objects, tools, or controls; and reach with hands and arms; walk and stand.

· The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include close vision and ability to adjust focus.

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of the job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· Work is performed primarily in an office setting. The noise level in the work environment is usually quiet.
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