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Alternatives in Psychological Consultation, S.C. 
Job Description 

 
Job Title: Family Support Provider 

Department: Family Support Services (FSS) 

Reports To: Provider Relations Coordinator and Assistant Provider Relations Coordinator 

FLSA Status: Non-Exempt 

 

Summary: Works with client in Milwaukee and surrounding community providing services such 

as crisis stabilization, individual/family training and support services, supervised visitation, and 
mentoring.  Manages own schedule and organizes and maintains client records.  Adheres to all 
laws, rules, policies, and procedures of department, agency, and funding sources by performing 
the following duties. 
 

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

 
1. Uses training received and policies and procedures of the agency, contracted agencies 

and department and plans, implements, and evaluates services for clients.* 
 

2. Assists in clarifying information and advocating for/with the client/caregiver regarding the 
client's treatment needs for their psychiatric illness or behavioral diagnosis.* 

 
3. Incorporates ethical standards into own work with clients.* 

 
4. Maintains accurate and timely records according to agency and contract standards, and 

meets standards of turning in weekly paperwork consistently and on time.* 
 

5. Uses work-flow planning and time management skills to effectively manage caseload.* 
 

6. Values and demonstrates effective communication skills in all aspects of the position 
with all applicable parties, from agency director to clients.* 

 
7. Promotes agency philosophy both within the agency and the community.* 

 
8. Evaluates and problem-solves complex issues and exercises independent judgment for 

the welfare of clients.* 
 

9. Adheres to high level of confidentiality, professionalism, ethics, and boundaries.* 
 

10. Learns and follows all mandatory reporting guidelines.* 
 

11. Engages with clients, their families, professionals, and colleagues effectively to develop 
initial rapport and ultimately create trusting relationships in order to affect meaningful 
growth and lasting change.* 

 
12. Organizes, structures, schedules, and manages caseload to include time in the 

community, all required documentation, meetings, collateral and client contacts, phone 
calls, and other case-related activities.* 
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13. Refers clients to additional sources of assistance and connects clients to sustainable 
community resources so that they are eventually able to meet their own needs once 
formal supports are removed.* 

 
14. Follows all safety practices and demonstrates common sense while working in the 

community, on home visits, and transporting clients.* 
 

15. Learns and follows all car and booster seat laws, applicable child passenger safety 
information, and properly installs car seats and booster seats into own vehicle.* 

 
16. Improves skills and knowledge regarding resources in community mental health. 

 
17. Keeps abreast of trends and developments, and maintains a sincere desire and ability to 

embrace continuous change and quality improvement within the parameters of the 
position held. 

 
18. Implements services and maintains communication with client, collaterals, and other 

members of the team in a person-centered, recovery-oriented, culturally intelligent, 
trauma informed way, 

 
19. Reads APC work email on a regular basis and responds in a timely manner. 

 

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 and interpret documents such as safety rules, operating and maintenance 
instructions, and procedure manuals. Ability to write routine reports and correspondence. Ability 
to speak effectively before groups of customers or employees of organization. 
 

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 Microsoft Word, 
Microsoft Excel, Internet Explorer, Synthesis, and CareManager. 
 

Education/Experience: 
Less than one year related experience or training. 
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Certificates and Licenses: 
 Valid WI driver's license and a vehicle in safe, good working order 

 Auto insurance at the required limits 
 

Knowledge, Skills, and Other Abilities: 
 Excellent oral and written communication skills 

 Organizational and time management skills 

 High level of discretion and good judgement 

 High level ability to maintain confidentiality, understand, and adhere to HIPAA and 
mandated reporting laws 

 Open to change and all quality assurance and quality improvement measures to ensure top 
level service to clients 

 Knowledge of and/or ability to learn principles of recovery from mental health and substance 
use disorders and the ability to consistently apply these principles, in a person-centered, 
trauma informed way, with children and families in the community setting 

 

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 stand, walk, use 
hands, and talk or hear. The employee is frequently required to sit, and reach with hands and 
arms. The employee is occasionally required to climb or balance, stoop, kneel, crouch or crawl, 
and taste or smell. The employee must occasionally lift and/or move up to 20 pounds. Specific 
vision abilities required by this job include close vision, distance vision, peripheral vision, and 
depth perception.  
 

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 regularly exposed to outdoor weather 
conditions. The employee is occasionally exposed to working in clients’ homes, bugs or rodents, 
client or community dogs or other pets, and possible child injury. 
 
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 

 


