
 
 
 

SUBSTANCE USE DISORDER PROGRAM MANAGER 
JOB DESCRIPTION 

 

Title Substance Use Disorder Program Manager (SUD/MH) 

Department(s) Behavioral Health 

Reports to CEO 

FLSA Status Exempt 

 
Summary 
 
The Substance Use Disorder Program Manager will work to promote and maintain the recovery 
and well-being of Community Medical Wellness Centers USA clients by leading and operating a 
team of SUD/Mental Health professionals, recovery peer specialists and volunteers. The SUD 
Program Manager is responsible for the coordination and successful implementation of all 
Outpatient SUD services. Some of the duties will include performing client assessments, 
conducting individual and group counseling sessions, training program staff and executing the 
department’s evaluations efforts. 
 
Primary Essential Duties 
 

1. Providing direct clinical services according to patient’s individual treatment plan. Direct 
services will include supportive mentoring, behavior management, crisis intervention, 
social skills, therapeutic counseling, etc. 

2. Maintaining documentation on patient services and therapeutic interventions. 
3. Providing supervision and operations support to a community-based outpatient 

substance use disorders treatment center within an integrated healthcare setting. 
4. Developing programs that meet the needs of the patient population through educational 

programs, care management, therapeutic programs, seminars, community outreach, and 
advocacy. 

5. Becoming well-versed in harm reduction and stages of change  
6. Ensuring SUD program operates in a smooth and orderly manner according to the 

department, medical center, and all appropriate regulatory agency guidelines. 
7. Coordinating programming with assigned personnel. 
8. Managing decisions about hiring, employment performance appraisals, promotions, and 

terminations. 
9. Creating program policies and procedures and collaborating with senior management to 

provide recommendations for changes and enhancements to the SUD program. 
10. Creating a collaborative relationship with other departments including behavioral health 

and medicine. 
11. Supervising daily program operations, which may include billing, managing 

expenditures, medical records, and periodic clinical reports. 
12. Preparing grants, drafts, and other fiscal documents with other staff members. 
13. Prepares various reports for outside federal/state agencies and management. 

 
 

 



Skills and Qualifications 
 

1. Three (3) years’ experience working within the mental health, counseling, social 
services, etc., preferred. 

2. Clinical knowledge-based in mental health, SUD treatment, social work and or 
professional counseling practices that is generally developed through on-the-job 
experience in a clinical environment where mental health and substance use disorder 
treatment services are a primary focus. 

3. Must be able to maintain a fluid and flexible work schedule that is driven by client 
caseload, program needs, and departmental goals. This may include nights and 
weekends as needed. 

4. Professional proficiency of MS Word, Excel, Access, Outlook and PowerPoint is 
required. 

5. Ability to prepare accurate, concise and comprehensive reports. 
 
Supervisory Relationships 
 

1. Reports to: CEO                             
2. Supervision-Others: Case Managers, Transportation Driver, Volunteers 

 
Education & Experience 
 

1. A Bachelor’s or Master’s degree in Social Work, Counseling, or Psychology or related 
area preferred. 

2. Three years’ experience working within SUD treatment programming or Behavioral 
Health preferred. 

3. Relevant experience working with clients across the demographic spectrum preferred. 
 

Working Conditions 
 
Working conditions for this position are normal for an office environment. Individual may be 
required to work evenings and / or weekends and organization events. 
 
Acknowledgement  
 
This job description sets forth the authorities and responsibilities of this position and may be 
changed from time to time as shall be determined.  
 
 
  


