 


         LIFE MANAGEMENT CENTER OF NW FLORIDA
POSITION DESCRIPTION
Last Revised 8/07/2026

Incumbent’s Name:




Employment Status:
Regular/Full-Time
Job Title:

TCM Adult


Reports To:

TCM Supervisor
Classification:

Non-Exempt


Supervises:

N/A 



JOB SUMMARY:
The purpose of mental health targeted case management services is to assist individuals (recipients) in gaining access to needed medical, social, educational, and other services. The primary goal of mental health targeted case management is to optimize the functioning of recipients who have complex needs by coordinating the provision of quality treatment and support services in the most efficient and effective manner. Services and service frequency should accurately reflect the individual needs, goals, and abilities of each recipient.
ESSENTIAL/CORE JOB-SPECIFIC DUTIES AND RESPONSIBILITIES  
1. Assessments:  Conducts assessment of assigned clients to include Preliminary Bio-psychosocials, Psychosocials /Comprehensive Assessment, Medical Questionnaires, and all related intake assessments in a timely manner (within 30 days of intake).  Contacts others (family and other providers, with appropriate consent) to provide information for the assessment as appropriate.  Updates required assessments in accordance with Client Record Handbook guidelines. Finalize all documents in Avatar and turn in all assessment within 24 hours.  Maintain 85% compliance with assessment requirements.

2. Home Visits:  Conducts home visits prior to completion of the intake assessment process to evaluate the safety and well being of the client in the setting the client resides in unless staffed with supervisor and written justification is provided in the record as to why the home visit could not be made.  Utilize laptop as appropriate. Meets at least 85% compliance with home visit requirements on Clinical Reviews conducted during rating period. 
3. Client Service Plans:  Develops individualized service plans in partnership with the client and the client’s guardian (if applicable).  Develops service plans that include measurable goals and objectives derived from the client’s assessment, identified time frames for achievement on goals which are signed and dated by the client and client’s guardian, if applicable.  Updates service plans at least every 6 months or at any time significant changes occur in the client’s condition, situation, or circumstances (e.g., hospitalizations, achievement of goals, etc).  Maintain at least 85% compliance with Client Service Plan requirements.

4. Case Management:  Assists clients in gaining access to needed financial and insurance benefits, employment, medical, social, education, and other services.  Works with the client and the client’s natural support system to develop and implement the client’s service plan.  Utilize and maintain the Level of Care system as monitoring tool to determine appropriate level of care is provided. Follows-up on the client’s services to determine the status of the client’s services and the effectiveness of the service plan towards enhancing the client’s inclusion in the community.  Maintain at least 85% compliance with case management service requirements.
5. Service Provision:  Meets Service Productivity standard of at least 75% (or 6 out of 8 work hours) for the provision of Case Management services in accordance with applicable clinical/quality criteria which are supported by appropriate clinical record documentation which meet Client Record Handbook specifications, Avatar documentation requirements, and Agency business/clinical ethical standards.

6. Progress Notes:  Documents all services provided in the client record in accordance with Client Record Handbook Guidelines.  Document must be finalized in Avatar within 24 hours from the time the service was rendered. Progress notes must be detailed and clearly reflect how the case manager’s efforts are linked to the services and goals in the client’s service plan and the client’s progress or lack of progress relative to the service plan. Maintain at least 85% compliance with progress note requirements on Clinical Reviews conducted during rating period.
7. High Risk Clients:  Identifies high risk clients and completes suicide risk assessments for all clients during the intake and/or at any time during treatment a client is noted to have suicide ideation, plans, or an attempt.   Reviews risk assessments with the Supervisor and/or MD/ARNP and routes the form to appropriate staff upon completion.  Individual note must be documented to reflect the staffing with treatment team. Includes suicide risk, ideations, plans, or recent attempt as a problem statement with measurable objectives, (to include a monitoring schedule), and appropriate treatment intervention(s) on the CSP.  Assists the client in completing the Personal Safety Plan.  Maintains at least 85% compliance with suicide risk assessment requirements on Clinical Reviews conducted during rating period.

OTHER JOB-SPECIFIC:
1. Linking and coordinating with community agencies and families to maintain coordination in the treatment process.  Pursues and develops linkages with community resources in accordance with client needs for employment, housing, and occupation.  Follows up with community agencies to ensure that the intended services are being provided. Work closely with other mental health providers and provides consultation in crisis situations as well as in the overall treatment and management of the client’s mental illness, including discharge planning, when indicated. 

2. Attends and participates in staff/unit meetings as required.
CLINICAL COMPETENCIES/PERFORMANCE 
1. Demonstrates knowledge and skills to systematically obtain, analyze, and interpret relevant data and information to determine treatment recommendations and priorities. 

2. Demonstrates knowledge about substance abuse, dependence, and other addictive behaviors and their treatment. Demonstrates ability to screen for psychoactive substance toxicity, intoxication, withdrawal symptoms, and co-existing mental health problems; and determine the client’s readiness for treatment and change. 

3. Demonstrates ability to screen for danger to self or others. 

4. Demonstrates understanding of the range of treatment needed and knowledge of available treatment resources and their appropriate use in formulating with the client mutually agreed-upon treatment goals and measurable objectives. 

5. Therapeutic Relationships/Ethics: Effectively establishes rapport, maintains appropriate therapeutic relationships, empathizes and communicates with clients. Respects and ensures protection of client rights and confidentiality/ privacy. Demonstrates knowledge of and adherence to accepted ethical and professional standards of conduct. 

6. Demonstrates knowledge and skills of Trauma Informed Care to assist clients with potential paths for recovery and recognize the signs and symptoms of trauma.   
CENTERWIDE EXPECTATIONS

1.
Performance Improvement:  Initiates efforts to improve job, program, or Agency performance and quality of services.  As appropriate, participates in Apalachee performance improvement initiatives or activities (e.g., work teams, committees, etc.).

2.
Initiative/Acceptance of Responsibility:  Demonstrates self-motivation and self-reliance.  Performs tasks willingly and carries out assigned duties.  Adjusts to peaks in workload; demonstrates flexibility and adaptability to change.  Performs additional responsibilities as needed/required.

3.
Attitude/Customer Relations:  Demonstrates a positive, supportive, respectful and helpful attitude in interactions with all clients, visitors, other employees and the public.  Contributes to cohesive group relationships; uses open communication to identify and resolve problems in and between units/departments.  

4.
Patient Safety:  Demonstrates a commitment to ensuring services provided/job performed promote and maintain a culture of patient safety throughout the agency.  Effectively communicates and proactively identifies risks to help reduce errors and other factors that may contribute to unintended adverse outcomes.

5.
Attendance:  Observes assigned work hours, use and scheduling of leave, and punctuality by using PowerTime.  Provides notification of absences, tardiness and leave requests in accordance with the Agency’s policies and procedures.  Respects length of time taken for lunch breaks and work breaks.

6.
Training and Education:  Maintains compliance with required training in accordance with established time frames on My Learning Point.  Seeks opportunities to increase knowledge and competencies which benefit the position, program or Agency.

7.  
Other duties as required:  Complies with changes in duties and assignments in a positive and cooperative manner.

QUALIFICATIONS:   
.
Certified Behavioral Health Case Manager (CBHCM) verified through the Florida Certification Board (FCB) in accordance with Florida Statute 394.4573(e). 

OR

Bachelor’s Degree in counseling; Social Work; Psychology; Criminal Justice; Nursing; Rehabilitation; Special Education; Health Education; or a Human Services Field in which major coursework includes the study of human behavior and development;

Must obtain Certified Case Manager – obtain Provisional Status (CBHCM-P) within 3 months of hire. Once provisional status is obtained, must obtain Certified Behavioral Health Case Manager (CBHCM) within 12 months. If possess the Provisional status upon hire, must obtain the full certification of CBHCM within 12 months of employment. 
OR

Other Bachelor’s degree from an accredited university or college with three years full-time or equivalent experience working with adults experiencing serious mental illness. 
Licensure or Certification: 
· Current valid driver’s license.

· Maintain Life Management Center of NW Florida Designated Auto Driver status.
· Maintain current ADM Targeted Case Manager Certification.
Competency/Skills 
· Ability to work collaboratively with customers in a Recovery, strengths-based model. 
· Willingness to actively engage customers in community settings and to facilitate customer recovery in least restrictive setting.
· Ability to complete assessments and develop plans for individual cases.
· Ability to follow through on all phases of the assigned areas of treatment plans for customers.
· Ability to actively listen to others and to establish and maintain effective working relationships demonstrating understanding, patience and tact in dealing with patients, personnel and the general public.
· Ability to plan, organize and coordinate work assignments.
· Ability to communicate effectively verbally and in writing.
· Ability to obtain and interpret information in terms of customer's goals, plans, desires, and needs.  Understanding of range of treatment needed.
· Ability to establish and maintain therapeutic relationships, empathize, and communicate with customers and family members, with a strong emphasis on respect for individual customer and family choice.
· Ability to maintain complete and up-to-date client record documentation.
· Ability and sensitivity in providing services to persons of diverse cultural backgrounds (i.e., cultural competency).
· Ability to systematically obtain, analyze, and interpret relevant data and information to determine treatment recommendations and priorities.
· Ability to screen for aggression or danger to others, and potential for self-inflicted harm or suicide. 
Knowledge 
· Knowledge of Recovery and Resiliency model of community treatment.
· Knowledge of community services for linkage purposes.
· Knowledge of special needs and treatment approaches for applicable customer population.
· Knowledge of available treatment resources and appropriate utilization.
· Understanding of the range of treatment needed and knowledge of available treatment resources and their appropriate use in formulating with the customer mutually agreed-upon, treatment goals and measurable objectives.
· Knowledge of accepted ethical and professional standards of conduct.
· Knowledge of PI tools and techniques and ability to apply them.
· Knowledge of patient safety principles and practices. 
WORKING ENVIRONMENT/PHYSICAL DEMANDS:  
Definitions for the frequency of occurrence:







Not Applicable (does not perform this activity)  







Occasionally (performs activity up to 33% of the time) 







Frequently (performs activity 34% to 66% of the time)  







Continuously (performs the activity 67% to 100% of the time)


Working Environment





N/A
Occasionally
Frequently
Continuously


Works inside . . . . . . . . . . . . . . . . . . . . . . . . .














Works outside . . . . . . . . . . . . . . . . . . . . . . . .


Office setting, business or clinical . . . . . . . .


Works in well- lighted, temperature-


    controlled facility . . . . . . . . . . . . . . . . . . . 



Works in confined quarters . . . . . . . . . . . . . .


Works in community settings . . . . . . . . . . . .


Provides services in client’s natural 


    environment
. . . . . . . . . . . . . . . . . . . . . . .





Exposure to communicable diseases . . . . . . .


Exposure to excessive noise . . . . . . . . . . . . .


Exposure to marked changes in temperature 


    and/or humidity . . . . . . . . . . . . . . . . . . . . .










Exposure to dust, fumes, gases, radiation,

    
    Microwave . . . . . . . . . . . . . . . . . . . . . . . .


Drives motorized equipment . . . . . . . . . . . .


Travels for work. . . . . . . . . . . . . . . . . . . . . .


















Required
N/A


Must report as regularly scheduled during severe weather

conditions (e.g. tropical storm, hurricanes, etc.) to ensure

continuation of essential program service unless otherwise

instructed by supervisor or prevented from reaching work

station (e.g. roads flooded, driving restricted by law enforcement,

etc.) Any delays must be communicated directly to the responsible

supervisor.

Mental Demands






N/A
Occasionally
Frequently
Continuously

Problem solve. . . . . . . . . . . . . . . . . . . . . . . .


Make decisions . . . . . . . . . . . . . . . . . . . . . . .


Supervise . . . . . . . . . . . . . . . . . . . . . . . . . . . .


Analyze and interpret data  . . . . . . . . . . . . . .


Organize . . . . . . . . . . . . . . . . . . . . . . . . . . . . 


Communicate orally and in writing . . . . . . . .


Works under mental stress to meet deadlines

Physical Demands






N/A
Occasionally
Frequently
Continuously

Standing . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Walking . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Sitting . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .














Balancing . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Stooping . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Kneeling . . . . . . . . . . . . . . . . . . . . . . . . . . . .










Crouching  . . . . . . . . . . . . . . . . . . . . . . . . . . 

Crawling . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Reaching/working overhead . . . . . . . . . . . . .

Keyboard use/repetitive hand motion . . . . . .

Climbing . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Pushing . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Pulling  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Lifting (up to 10 lbs) . . . . . . . . . . . . . . . . . .











Carrying (up to10 lbs). . . . . . . . . . . . . . . . . 


Manual dexterity, audio-visual acuity to


   operate various business machines and 


   computerized informational systems . . . . .


Operate heavy duty equipment  . . . . . . . . . . .

OSHA CATEGORY (BLOOD BORNE PATHOGEN EXPOSURE)
Category

N/A




Category 1:  Position routinely involves potential exposure to blood,

Body Fluids or tissue.  Position routinely participates in emergency



patient care such as First Aid, CPR and seclusion/restraint, or


handling of biomedical waste, or other procedures involving


potential exposure. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Category 2:  Positions normal work routine involves no exposure to

blood, body fluids or tissue but potential exposure as in emergency


or unplanned situations, such as First Aid, CPR or seclusion/


restraint, could occur and may be required as a condition of


employment. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Category 3:  Position does not involve exposure to blood, body fluids

or tissue.  Position is not required to perform CPR, help in


emergency seclusion/restraint or provide First Aid. . . . . . . . . . . . . . . . . . . . 


















NOTICE:
I have read this Position Description, understand its contents and agree to work in accordance with the
requirements of the position and to perform all duties and maintain all standards in accordance with 
Agency policies and procedures.  I understand and accept that I may be required to work in any location
under the Agency’s service areas.

                                                                                            
____/____/____

Employee Signature







     

Date

                                                                                                
____/____/____
Supervisor Signature                                        
   


Date


Mission Statement: 


To provide comprehensive integrated care the promotes the mental health and quality of life of our community members.  





DISCLAIMER: 


The statements contained herein reflect general details as necessary to describe the principle functions of this position.  This is not intended to be an exhaustive list of all responsibilities, tasks, skills, efforts, working conditions or similar behaviors, attributes or requirements associated with this position. The omission of specific statements or duties does not exclude them from the position if the work is similar, related or a logical assignment to the position. Individuals may be required to perform other duties as needed.   This document describes the position currently available.  It is not an employment contract.  Life Management Center of NW Florida. reserves the right to modify position duties and position descriptions at any time.








A copy of this position description was provided to me on ___/___/___.                 Employee Initial: ____________	
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