
POSITION DESCRIPTION  DIRECTOR II  
    Program for Assertive Community Treatment 

Center for Adult Rehabilitation Services 
Region Ten Community Services Board 

 
 
CLASSIFICATION TITLE:  Director II 
 
GENERAL STATEMENT OF RESPONSIBILITIES: 
 
This is a FLSA exempt position in which the incumbent administers and supervises the Program of Assertive Community 
Treatment Team at Region Ten.  He/she is responsible for planning, staffing and coordinating services for the assertive 
community treatment team.  The incumbent provides direct client services and recruits, interviews, services, trains and orients 
new team members.  Supervision responsibilities of the team include assurance that provision of assessment, organization of 
treatment plans and maintenance of complete and current clinical records and service provider data are in compliance with state 
licensing and funding requirements. 
 
The incumbent reports to the Senior Director for Region Ten’s Center for Adult Rehabilitation and Rural Services and receives 
general supervision, rarely referring specific situations to the supervisor unless clarification or interpretation of policy is needed.  
In carrying out position duties, he/she performs in accordance with applicable professional ethics and established Region Ten 
policies.  The incumbent is expected to function with initiative, as well as utilize independent judgment. 
 
The essential functions of this job are starred below (*) under “Major duties.” 
 
MAJOR DUTIES: 

1. *Is responsible for team staff and program compliance with: 
a. Rules and Regulations for the licensure of PACT services as all relevant licensure applies. 
b. DMH/MR/SAS Client Service Management Guidelines. 
c. Applicable Statutes of Virginia relating to the Department of Behavioral Health and Developmental Services. 
d. All Region Ten policies and procedures as found in the policy and procedure manual and as found in the 

individual team policy manual. 
e. SPO Medicaid regulations. 
f. Program standards for Assertive Community Treatment in accord with agency contract with DMH. 

2. *Direct the day- to- day clinical and rehabilitation services operations of the PACT team; supervises the Intensive 
Services Team Services. For PACT, duties include scheduling staff work hours to assure appropriate coverage for 
day, evening, weekend, and holiday shifts and on-call hours; lead the daily organizational staff meetings and 
treatment planning meetings; continuously evaluate the status of clients and do appropriate planning and 
coordination of treatment activities to ensure immediate attention to their changing needs. 

3. *Direct and coordinate the client admission process and treatment, rehabilitation, and support services of the program 
in coordination with the psychiatrist. Schedule the admission interview; develop and coordinate the initial 
assessment and initial treatment plan; assign the most appropriate staff to the individual treatment team (ITT); and 
provide clinical supervision of the development of the comprehensive assessment and the treatment plan for each 
client. 

4. *Direct and coordinate, for each client, the comprehensive assessment of psychiatric history (e.g., onset, course and 
effect of illness, past treatment and responses, and risk behaviors), mental status, and diagnosis; physical health 
and dental health; use of drugs or alcohol; education and employment; social development and functioning; 
activities of daily living (e.g., self-care, living situation, nutrition, money management); and family structure and 
relationships.  

5. *Conduct staff recruitment, interviewing, hiring, work assignments, and orientation and performance supervision 
according to work rules, regulations, and policies and collective bargaining agreements; develop and implement 
staff orientation and training; and manage student training. 

6. Set up and maintain appropriate PACT headquarters with suitable furniture, office equipment, and telephone lines, 
directly or by delegation. 

7. *Develop and administer the PACT program budget including line items to purchase necessary furniture, equipment, 
communications devices (e.g., telephones, cellular phones, beepers), and supplies and to cover travel and 
transportation (e.g., purchase or lease program cars, or cover mileage and insurance for use of personal staff 
vehicles or both). 

8. *Supervise medical records management assuring maintenance of the medical record in compliance with agency 
policies, Medicaid, and other third-party payment requirements; train staff on medical record requirements; 
regularly review client assessments, treatment plans, and progress notes written by the staff; and supervise 
individual staff for medical record mastery. 

9. Carry out and document quality-assurance activities and reviews of use of program services.  
10. *Develop and maintain program policies and procedures and revise as necessary. 
11. *Initiate and maintain relationships, in coordination with other staff, with law-enforcement and other human-services 

agencies, and with informal community resources (e.g., landlords, employers).  
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12. *Conduct clinical assessments and provide direct clinical treatment, rehabilitation, and support services to clients. 
13. *Perform on-call duty for crisis intervention and for staff supervision and consultation. 
14. Read all agency communication (i.e., Ten, Region Ten’s newsletter, E-mail, etc.). 
15. Teach various ongoing trainings which are required for their staff. 
16. Provide a conduit for agency information to be communicated to all staff that is supervised. 
17. *Perform CPR and First Aid when required. 
18. Attend all training updates on the electronic health record. Serve as the conduit of information and ensure education 

and updating of all of your staff on the electronic health record, data accuracy, and quality documentation. 
 
 
 
QUALIFICATIONS: 
 
To ensure the safe and efficient operation of the program, a valid Virginia Driver’s License plus an acceptable driving record as 
issued by the Department of Motor Vehicles are required.  For business use of a personal car, a certificate of valid personal 
automobile insurance must be provided.  A master’s degree in a human service field and at least two years in clinical 
management supervision experience in services to persons with severe and persistent mental illnesses, and LPC or LCSW are 
required.  In addition, the incumbent needs to possess the following knowledge, skills and abilities: 
 
Knowledge of:   an advanced level of psychodynamics and family and group dynamics.  Knowledge of the principles of 
psychiatric rehabilitation and medications used and their side effects.  Ability to address family issues with regard to the mentally 
ill.  Knowledge related to the principles and techniques of intervening, and case management techniques.  Ability to employ 
administrative theory, communication theory and substance abuse symptomatology.  Use of records systems and knowledge of 
licensure regulations, as well as Region Ten policies and procedures 
 
Skills in:  translating knowledge of pyschodynamics to a wide range of people with various cognitive abilities.  Translating 
knowledge of pyschodynamics to a wide range of people with various cognitive abilities.  Effective case management skills and 
knowledge, as well as medication delivery, administration, documentation.  Observation of clinical and health related areas with 
the ability to conduct meetings and therapy sessions.  Use of computers and keyboarding.  Consultation and problem solving. 
 
Abilities to:  be creative and flexible and to handle large amounts of stress.  The ability to communicate effectively while showing 
patience and encouraging other to grow.  Demonstrate a high regard for the person, no matter what his/her situation in life and 
set firm limits when necessary while encouraging cooperation of staff members.  Help families through painful periods of stress 
and problem solve. 
 
MANAGER PERFORMANCE EVALUATION STANDARDS: 
 
This position is evaluated according to the Manager Performance Evaluation Standards. 
 
 
POSITION LOCATION:   PACT Offices 
    800 Preston Avenue 

Charlottesville, VA 22903 
 
 
 
 
POSITION ORGANIZATION CHART           

Senior Director 
I 

Director II 
 
GRADE:      14 
 
 
SCHEDULE: 40 hours weekly; Monday through Friday, 8:30 a.m. to 5:00 p.m.; or with variable shift rotation and on-call 
schedule as required. 
 
Position Description Updated: September 23, 2020 
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I have reviewed this job description and acknowledge the duties as well as the KSA (knowledge, skills, abilities) included in this 
description.  I also understand the performance standards as they apply to this position. 
 
 
 
_____________________________________ __________________________    _________________ 
Signature     Name Printed               Date 
 

 
 


