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Alternatives in Psychological Consultation, S.C. 
Job Description 

 
Job Title: Wraparound Care Coordinator 

Department: Wraparound Care Coordination 

Reports To: Wraparound Care Coordination Supervisor & Lead Care Coordinator 

FLSA Status: Non-Exempt 

 

Summary: Responsible for the design and delivery of services and support to children with 

severe emotional and mental health needs that are individualized, strength-based, and family 
focused. Responsible for meeting the child and family, conducting a strengths-based inventory, 
convening the Child and Family Team, and developing the care or treatment plan based on 
child and family needs, goals, and formal and informal resources available or needed to support 
the family by performing the following duties. 
 

Duties and Responsibilities include the following.  Other duties may be assigned. 

 
1. Conducts weekly face to face visits with each youth and family on caseload which 

consists of up to eight youth.* 
 

2. Facilitates monthly team meetings with the Child and Family Team for each youth on 
caseload.* 

 
3. Utilizes Synthesis online electronic medical records software to complete necessary 

paperwork including but not limited to Plans of Care documents, court letters, and daily 
progress notes.* 

 
4. Completes referrals for services that the Child and Family Team have deemed 

appropriate.* 
 

5. Attends court hearings for all youth on caseload.* 
 

6. Engages with youths' schools to ensure academic needs are met.* 
 

7. Participates in weekly supervision with supervisor and monthly consultation with agency 
psychologist.* 

 
8. Monitors services that are in place to ensure quality care is being given to each youth 

and family.* 
 

9. Keeps and monitors personal crisis phone throughout the work week as well as keeps 
and monitors APC agency crisis phone two to three weekends per year and responds as 
needed to crisis situations with youth and families.* 

 
10. Participates in monthly Wraparound Program in-services and trainings.* 

 
11. Participates in weekly APC Care Coordination meetings.* 

 
12. Assists with APC agency events and functions. 
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13. Attends MC3 Meetings and other community support functions. 
 

14. Responsible for other duties as assigned. 
 

Qualifications: 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or 
ability required.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 

Language Ability: 
Ability to read, analyze, and interpret general business periodicals, professional journals, 
technical procedures, or governmental regulations. Ability to write reports, business 
correspondence, and procedure manuals. Ability to effectively present information and respond 
to questions from groups of managers, clients, customers, and the general public. 
 

Math Ability: 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 
common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and 
interpret bar graphs. 
 

Reasoning Ability: 
Ability to solve practical problems and deal with a variety of concrete variables in situations 
where only limited standardization exists. Ability to interpret a variety of instructions furnished in 
written, oral, diagram, or schedule form. 
 

Computer Skills: 
To perform this job successfully, an individual should have knowledge of word processing 
software. 
 

Education/Experience: 
Bachelor's degree (B. A. / B. S.) from four-year college or university; and one year related 
experience and/or training; or equivalent combination of education and experience. 
 

Specialized Training: 
Completion of 48 hours of documented Emergency Mental Health training and 8 hours annually 
thereafter 
 

Certificates and Licenses: 
 Valid Wisconsin driver’s license 

 Auto insurance meeting agency coverage requirements 
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Knowledge, Skills and Other Abilities: 
 Ability to operate with a high level of ethical practice 

 Ability to exercise independent judgment and solve problems under pressure of time 

 Knowledge of methods, procedures, and techniques in effective leadership 

 Knowledge of and ability to work within HFS34/ Medicaid – Emergency Mental Health 
standards 

 Knowledge and understanding of techniques and theories of motivational interviewing, 
trauma-informed care, person-centered planning, co-occurring needs, and cultural 
competence 

 Understanding of and adherence to mandatory reporting and all HIPAA laws and privacy 
rules 

 

Physical Demands: 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this job, the employee is regularly required to sit, use hands, and 
talk or hear. The employee is frequently required to stand and walk. The employee is 
occasionally required to reach with hands and arms. The employee must occasionally lift and/or 
move up to 15 pounds. Specific vision abilities required by this job include close vision and 
distance vision.  
 

Work Environment: 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is occasionally exposed to outdoor 
weather conditions.  
 
The noise level in the work environment is usually moderate. 
 
I have received, reviewed, and understand this job description. I further understand that I 
am responsible for the satisfactory execution of the essential functions described 
therein. 
 
 
____________________________________________ _________________________ 
Signature       Date 
 
Updated 11/2016 BA 
 


