
 
 

 
JOB DESCRIPTION 

 
 
POSITION:  Case Coordinator 

 
STATUS:  Non-exempt; Full time 

 
REPORTS TO: Behavioral Health Consultant 
 

SUPERVISES: None 
 

ACCOUNTABLE TO: Behavioral Health Consultant, Patients 
 
SUMMARY:  

 

The Case Coordinator (CC) will work in collaboration with the mental health 

team, which consists of the Medical Director, lead mental health physician, 

Adult and Senior services manager, and Behavioral Health Consultant (LCSW). 

The CC is responsible for delivering accurate information about the APHCV’s 

programs and community social services to patient seeking services. The CC is 

also responsible for providing short-term service plan for the referred patients as 

related to utilization/ follow-up of external community resources. The CC will 

focus on APHCV’s integrated mental health program and treats APHCV patients 

as priority. In no event 10% of her clients shall be community clients. 

 

APHCV expects all employees to respond and participate to emergency 

situation per emergency policies and procedures. 
 
DUTIES AND RESPONSIBILITIES: 
 

Social Services: 
1. Receive referrals from both Primary Care Physicians (PCP) and Behavioral 

Health Consultant’s patients who need access to external resources such as 
housing, immigration service, legal advice, etc. and link the patient to the 
appropriate community organization or program. 

2. Make any necessary contact and establish contacts with external resources 
for patients. 

3. Assess for patients needs (i.e. food, shelter, transportation, hygiene, 
medical, dental, legal counseling, etc.) and provide services or referrals as 
needed. 

4. Provide Medicare and Medicare Part D enrollment assistance. 
5. Develop service plans for those patients who need follow-up with more 

intensity. 
6. Document and maintain records of all patient encounters. 
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7. Develop and maintain a referral system with the different departments of the 
clinic. 

8. Update outside referral resources on an on-going basis. 
9. Serve as back-up HIV counselor as needed. 

10.Serve as back-up SSL as needed. 
 
Mental health: 

11.Coordinates with front desk to set mental health appointments for Behavioral 
Health Consultant 

12.Coordinates mental health visits; tracks patient no-shows, conducts follow-up 
and reminder phone calls for all mental health patients. 

13.Work with clinic operation and medical staff to facilitate patient flow. 

14.Act as back-up for transfer of patients to Psychiatric care in the absence of 
LCSW. 

15.Administers Patient Health Questionnaire-9 (PHQ-9) Depression Assessment 
tool for all new mental health patients. 

16.Enters PHQ-9 data into Patient Electronic Care System (PECS) for mental 

health collaborative. 
17.Attends all Mental Health Collaborative meetings. 

 
 

QUALIFICATIONS:  
 Bachelor’s degree in social work or related field or a minimum of 2 years in 

patient/client services. 

 Ability to work as a member of a team in order to communicate pertinent 
information to other team members, and support team decisions. 

 Ability to communicate effectively and exercise sound and responsible 
judgment. 

 Excellent interpersonal skills, written and verbal. Ability to establish 

constructive working relationships with all levels of management and 
employees in a staff of varied and diverse backgrounds. 

 Ability to handle difficult or confrontational situations in a calm, consistent, 
and equitable manner. 

 Ability to respond effectively to crisis situations and working knowledge of 

crisis management techniques and suicide prevention. 
 Working knowledge of social service resources and reporting mechanisms, 

especially for those in Los Angeles County (including low-income assistance 
programs for utilities, housing, phone, transportation, and others.) 

 Ability to effectively represent the Clinic’s interests in the community; 

maintaining effective working relationships among public, private and 
professional groups. 

 Demonstrated ability to respond with sensitivity to people of diverse cultures 
and various lifestyles. 

 Working knowledge of Microsoft Office applications. 

 
PREFERRED SKILLS:  

 Bi-lingual in English and API language or Spanish 
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 Prior experience working with homeless, substance using or chronically 
mentally ill individuals. 

 
HR Procedural requirements: 

 Legal authorization to work in the United States  
 A valid California Driver’s license with clean records and access to insured 

automobile 

 Completion of APHCV Health Assessment Form 
 Completion of DOJ background check 

 
 
PHYSICAL REQUIREMENTS:  

Must be able to materially perform the task normally associated with the position 
including but not limited to: ability to lift up to 25 lbs. 

 
Last updated on: _________________________ 
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EMPLOYEE ACKNOWLEDGMENT: 
 

I have read my job description and understand its contents.  I agree to perform the 
duties and responsibilities to the best of my ability.  If at any time I have questions 

about its contents, I will discuss with my supervisor any clarification.  I have 
received a copy of this job description and understand that it will be used to 
evaluate my performance both on an ongoing basis and at regular intervals. 

 
 

__________________________________   
Employee’s Printed Name      
 

 
__________________________________  _____________________ 

Employee’s Signature     Date 
 
 

___________________________________  _____________________ 
Supervisor’s Signature     Date 

 
 

 

 


