ASSISTANT DIRECTOR OF DIVISION (COMMUNITY MENTAL HEALTH CLINIC
OPERATIONS)

DISTINGUISHING FEATURES OF THE CLASS: Under general direction of the
Commissioner of Community Mental Health, the incumbent is administratively responsible
for researching, planning, developing, implementing and continued oversight of mental
health clinic operations and services for Westchester County. Work involves assisting the
Commissioner in the formulation, administration and implementation of clinic operational
policies and procedures to ensure the delivery of mental health services are in accordance
with New York State Mental Hygiene Laws, all related Federal and State regulations and
county policy and procedures. Supervision is exercised over professional, technical and
support staff

EXAMPLES OF WORK: (lllustrative Only)

Plans, develops and oversees clinic operations to meet the needs of the service population
in accordance with federal and state regulations;

Establishes and maintains on-going relationships with community leaders, other DCMH
staff and mental health contract agencies to ensure compliance with New York State rules
and regulations governing programs;

Develops and implements formal means of accountability with each service component for
all matters to ensure program goals are achieved for each clinic;

In consultation with service providers and leadership, develops, prepares, implements and
evaluates standards for client care and record keeping;

Plans, develops and oversees insurance plans for clinic operations;

Researches, identifies, and implements evidence-based practices in the field of mental
health and co-occurring disorders including racial, cultural and linguistic competent
services.

Assists in the development and oversight of clinic Electronic Health Records (EHR);

Provides public and community information and referral services, county departments, non-
mental health agencies and professionals, private and voluntary agencies;

Represents the Department on panels, task forces, committees, and conferences, as well
as in meetings with federal and state agencies;

Participates with the Director of Administration in developing the annual budget for
community service operation and completes the required reports; develops procedures with
the Director for ensuring formal accountability for all fiscal, purchasing, data control and
personnel matters related to community service operations;

Participates in local and state professional association meetings and activities;

Uses computer applications or other automated systems such as spreadsheets, word
processing, calendar, e-mail and database software in performing work assignments;

May perform other incidental tasks, as needed.
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FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough
knowledge of the principles and techniques used in coordinating the delivery of mental
health services; good knowledge of community organizations and resources; good
knowledge of the techniques used in developing budgets and contracts; ability to read,
write, speak, understand and communicate in English sufficiently to perform the essential
functions of the position; ability to use computer applications such as spreadsheets, word
processing, e-mail and database software; ability to work cooperatively with other high level
personnel; ability to supervise the work of others; initiative; tact; good judgement; physical
condition commensurate with the demands of the position.

MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: A Master's degree* in a mental
health clinical discipline, mental health administration, social work, public administration,
public health or health care administration and six years of experience in the field of mental
health, public health, public administration or hospital administration, three of which must
have involved researching or strategizing for initiatives impacting the mental health
population or in the delivery of mental health services.

*SPECIAL NOTE: Education beyond the secondary level must be from an institution
recognized or accredited by the Board of Regents of the New York State Education
Department as a post-secondary, degree-granting institution.
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