Community Advanced Practice Nurses, Inc.

173 Boulevard, NE
Atlanta, Georgia 30312
Telephone: 404 658 1500 
Facsimile: 404 658 1535 f
www.capn.org

[bookmark: _GoBack]PATH Program Coordinator

Responsible to: Director of Mental Health Services, Nurse Practitioner, Executive Director
JOB DESCRIPTION:
This is a full time position working with persistent and severely mentally ill homeless clients.  Primary duties are organizing, coordinating, and planning operational facets of a program and its related activities. Performs administrative  duties  associated with program management. Manages the clerical, record-keeping, statistical analysis and inventory needs of the program. Performs patient intake and provides direct case management services in the form of referrals and health education. The Program Coordinator  is responsible for the flow of clinic and managing the Nurse Practitioner’s patient load. Supervision is provided by the Nurse Practitioner but direct supervision is often not required. The Program Coordinator is expected to function independently in many areas of delegated responsibility.
DUTIES:
1. Completes intake of clients, maintains client records, and facilitates the daily flow of clients 
2. Provides direct patient care in the form of case management and coordination of mental health services
3. Responsible for procurement of client housing and corresponding materials
4. Provides patient education materials to clients as indicated
5. Participates in case management for selected clients: e.g. referral for routine health care services not provided in clinic, referral for various social services, assessment of client status between visits to the NP, participates as part of the multidisciplinary team to facilitate the client reaching established mental health related goals
6. Communicates with and about clients in a clear, caring, professional and confidential manner
7. Conducts training, represents the program at meetings and conferences, and networks with affiliated groups
8. May supervise assigned project staff, interns and/or volunteers
9. Complies and performs analysis of daily statistical data on client demographics and utilization
10. Prepares statistical reports required by CAPN and funding agencies
11. Prepares other reports and correspondence as requested
12. Completes periodic inventories of supplies and equipment checks
13. Prepares supply orders for NP authorization
14. Assist NP and GNF in development of sources for donated items and services
15. Maintains general cleanliness and organization of the clinic, including restocking of supplies on a daily basis
16. Answers telephone in professional manner. Receives and directs messages to appropriate persons promptly
17. Performs related responsibilities as required.  

MINIMUM QUALIFICATIONS:

Master’s degree in Public Health with two years of experience, or Bachelor's degree in a field related to the program and five years of related experience, or an equivalent combination of education, training and experience.

COMPENSATION: Competitive salary 

OVERVIEW OF ORGANIZATION:
Community Advanced Practice Nurses, Inc (CAPN) is a free health clinic serving Atlanta’s homeless and economically disadvantaged women, children and their families. Beyond direct health services, the CAPN model incorporates health education, mental health support, and case management. We do not aim to offer long-term care for chronic conditions or duplicate existing services, but seek to identify situations which require specialized care and direct individuals to such care as needed. By providing free, basic, comprehensive care, CAPN provides children with access to school or daycare and prepares parents to initiate or return to employment, education, or training. We help families in transition return to a functional capacity inorder to become productive members of the community. 
Please forward resume  and cover letter to:
Robin Bledsoe
Director of Mental Health Programs
robin.bledsoe@capn.org
Tel.: 404-815-1811
Fax: 404-815-1855
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