
Community Mental Health Partnership of Southeast Michigan 

Job Description 

Job Title: Substance Use Services Program Coordinator   

Supervision Received: Substance Use Services Director 

Tier:  2b Salary Range:  53,662 – 77,844 

FLSA Exempt Status: Full time Position Status:  Full-time 

Last Review: 6/17/2021 

Job Summary 

Under supervision of the PIHP Substance Use Services Director, the Substance Use Services Program 

Coordinator partners with the Prevention Coordinator to oversee the contracted Substance Use 

Disorder (SUD) prevention services across the region by monitoring providers’ compliance to regional 

and state contractual and regulatory requirements and prevention outcomes with a primary focus on 

tobacco prevention programs. The Program Coordinator also helps coordinate department-wide 

initiatives to support regional SUD programming. The Program Coordinator provides technical assistance 

to CMHSPs and other contracted providers in data driven approaches, outcome-based prevention, 

program effectiveness, evidence-based practices, and implementation strategies.  

Essential Duties and Responsibilities 

• Participate in establishing goals and strategic plans for programs or initiatives aimed at 

improving quality of services, implement and administer programs and services including 

training and on-going communication with SUD provider networks 

• Collaborate with COO and CFO to clarify and resolve issues, enforce contract requirements, and 

ensure funding is provided as agreed 

• Coordinate the Requests for Proposals (RFP) process to obtain SUD prevention, treatment and 

recovery services aligned with outcome objectives; determine community needs, availability of 

services and goals for meeting needs; develop and write RFP scope of services; solicit bidders; 

review and score RFPs received from bidders; recommend bidders to provide services 

• Participate in the development of SUD provider budgets and contracts 

• Provide technical assistance, training, and clarification to providers to improve performance, 

quality of programs and accuracy of data 

• Monitor SUD providers, generate outcome reports and monitor progress toward goals; evaluate 

performance of providers and write explanation of any deviation of 10% or more 

• Respond to requests from external agencies, e.g. MDHHS, to gather information on SUD 

services; generate reports and collect information from providers, as needed 

• Track provider professional training and credentialing requirements; monitor credentialing and 

ensure requirements are met; provide guidance on implementing plans to bring providers into 

compliance 

• Gather and track information related to SUD indicators; analyze information gathered for trends 

or service impacts; and report information gathered to management or State of Michigan, as 

requested 

• Design surveys to gather information; collect survey responses from target audience (including 

SUD annual community survey and Recovery Self-Assessment) 



• Develop informational material, e.g. data alerts, brochures, flyers, or snapshots designed to 

disseminate information out to providers, consumers, or community members 

• Prepare and submit reports to the State of Michigan, providers, or management, verifying 

accuracy and completeness and ensuring deadlines are met 

• Attend and participate in various state, regional and local workgroup, county collaborative 

group and other meetings to gain an understanding of community issues and/or build 

relationships with community members 

• Participate in the coordination and presentation of focus groups, town halls and other 

community forums 

• Support SUD staff in facilitating regional provider meetings 

• Maintain awareness of advances in SUD prevention, treatment and recovery methods, 

regulations, health insurance changes and other information that may impact services 

• Document communication with funded providers as required by MDHHS 

• Coordinate DYTUR and Synar programming for CMHPSM, ensuring contracted provider meets 

requirements, and ensuring all reports are compiled and submitted to MDHHS. 

• Assist with additional SUD department initiatives as needed 

• Office work (copying/filing/scanning/faxing) 

 

Supervisory Responsibilities 

• This position will not supervise other employees. 

 

Education and Experience Requirements 

• Bachelor’s degree in Social Work, Psychology or field related to the job responsibilities is 

required; Master’s degree, preferred 

• At least three years of related experience including substance use theories and practices 

• Or any equivalent combination of education, experience, and training that provides the required 

knowledge, skills, and abilities 

 

Competencies Required 

• Knowledge of substance abuse prevention theories, evidence-based practices, and 

implementation strategies 

• Ability to set expectations, provide guidance and monitor progress toward goals 

• Skill in evaluating information to determine compliance with standards 

• Ability to maintain composure and display tact and professionalism in all interactions 

• Skill in resolving conflict and negotiating 

• Ability to keep commitments and take responsibility for own actions 

• Knowledge of instructional design and presentation methods 

• Knowledge of media production, communication and dissemination techniques and methods; 

including alternative ways to inform via written, oral, and visual media 

• Skill in meeting quality standards and identifying ways to improve services 

• Ability to translate concepts and information into easily understandable reports or materials 

• Ability to organize, prioritize and plan work activities and projects to meet deadlines 

• Ability to make timely decisions using sound and accurate judgment within specified constraints 

• Ability to express ideas effectively and adapt message to audience orally and in writing 

• Ability to identify and find solutions to complex problems 



• Ability to effectively work on multiple projects at one time and adapt quickly to changing 

demands 

• Ability to work independently with minimal supervision and maintain working relationship to 

collaborate as part of a team 

• Attention to detail and quality 

• Skill in analyzing large amounts of data or information, interpreting information, identifying 

trends, detecting errors, and preparing reports 

• Ability to behave ethically, honestly and with integrity 

 

Physical Demands and Work Environment 

The physical demands and work environment 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. 

Duties require sufficient mobility to work in a normal office setting and use standard office equipment 

including a computer, vision to read printed materials and a computer screen and hearing and speech 

sufficient to communicate in person or over the telephone. 

 

Special Position Requirements 

This position requires travel within the CMHPSM region and to meetings outside of the region when 

requested. 

This job allows for telecommuting according to the requirements within the CMHPSM policy. The 

essential duties and responsibilities within this position allow for telecommuting on the following basis:   

   Full    Frequent   Occasional 

 

Please note this job description is not designed to cover or contain a comprehensive listing of activities, 

duties or responsibilities that are required of the employee for this job. Duties, responsibilities, and 

activities may change at any time with or without notice. 

This document does not create an employment contract, implied or otherwise, other than an "at will" 

relationship. 

 

This job description has been approved by: 

Chief Executive Officer  _____________________________ Date _____________________ 

Position authorized by CMHPSM Regional Board Date: August 13, 2014 

Employee signature below constitutes employee’s understanding of the requirements, essential 

functions, and duties of the position. 

Employee _____________________________ Date ______________________ 


