
 

JOB DESCRIPTION 

 

TITLE:  AODA Telephonic Assessment Specialist  LAST UPDATED:  6/11/15  

 

DEPARTMENT:  IMPACT 2-1-1 Program   FSLA STATUS:  Non-Exempt, Hourly 

 

REPORTS TO:  IMPACT 2-1-1 Program Assistant  WORK WEEK:  Varies 

 

REPORTING TO THIS POSITION:     PAY RANGE:    

- None 

 

 

Nothing in this position description restricts management’s right to assign or re-assign duties and responsibilities to 

this job at any time. 

Position Summary 

The position provides telephonic assessment, problem solving, action plan development, and recommendations and 

referrals to appropriate resources within the scope of alcohol and drug, mental health and other family, health, and 

social services. 

 

Principal Responsibilities 

 Assess the needs of customers in multiple domains including; alcohol and drug, mental health, trauma, 

work/life and other family, health and social service issues 

 Provide a compelling experience for customers that results in their feeling inspired, motivated, and hopeful 

 Help customers identify and clarify their needs 

 Help customers problem solve 

 Help customers assemble a plan of action and know their next step 

 Help customers identify and connect with appropriate resources 

 Provide the same level of exceptional customer service with internal customers (co-workers) as with 

external customers 

 Interface and build relationships with employers, resource providers and other partners in the community 

 Administer satisfaction and follow-up surveys 

 Accurate and efficient data entry 

 Maintain timely and accurate documentation 

 Represent IMPACT and it’s “Family of Services” in the community at resource fairs, health fairs, and other 

events 

 Participate in training and other ongoing professional development opportunities 

 Attend and participate in team and agency meetings    

 Follow all agency, state, and federal confidentiality and privacy rules and regulations   

 

Background / Education / Experience 

 Alcohol and Drug experience 

 Substance Abuse Counselor in Training or Certified Substance Abuse Counselor preferred 

 Mental Health and trauma informed experience 

 Master’s Degree in mental health or related field a plus 



 

Knowledge / Abilities / Skills 

 Strong assessment skills in the area of alcohol and drugs with the ability to screen for mental health and 

trauma 

 Genuineness and natural ability to connect with customers 

 Ability to work effectively in a team oriented environment  

 Effective written and verbal communication 

 Ability to do a high volume of work 

 Good problem solving skills. 

 Self-motivated 

 Good judgment and decision making skills 

 Fluent in both Spanish and English a plus 

 

Physical and Mental Demands 
Exposed to normal office environment.  Will use phone, computer, keyboard, and screen on a regular basis. While 

performing the duties of this job, the employee is regularly required to talk and hear. The employee frequently is 

required to use hands to grasp, handle or touch objects. The employee is often required to stand, walk, sit, and reach 

above shoulders. Reasonable accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

I have had an opportunity to review the contents of this job description and understand the basic requirements of 

my position.  I further understand that my performance will, at a minimum, be assessed based on its contents as 

well as the opportunity for my position to change as business needs warrant.  

 

 

         

Employee Name (Please Print)    

 

 

              

Signature          Date 

 

 

             

Manager/Supervisor (Signature)           Date 


