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TURNING POINT COMMUNITY PROGRAMS 

JOB DESCRIPTION 

 

 

JOB TITLE: PERSONAL SERVICE COORDINATOR II 

________________________________________________________________________ 

REPORTS TO: Program Director/Assistant Program Director 

APPROVED BY: Al Rowlett, Chief Executive Director   

________________________________________________________________________ 

 

SUMMARY: Responsible for assisting members residing in a short-term, respite house 

to meet the objectives of their stay.  Support in the areas of housing, vocation, counseling, 

advocacy and/or linkage to resources for these needs will be provided as appropriate.  
 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other 

duties may also be assigned: 

* Assists assigned members to identify and progress toward achievement of member 

chosen goals. 

* Provides vocational support. 

* Advocates for members in all areas of treatment and help them apply for and receive 

services. 

* Empowers members in meeting their goals. 

* Assists staff and members in the development and implementation of activities, 

programming and groups. 

* Facilitates communication and cooperation among agencies. 

* Coordinates communication between doctor, member and pharmacy, as appropriate. 

* Educates community and other agencies. 

* May occasionally require driving of personal and/or agency vehicle on agency business. 

* Provides prompt intervention in the event of a crisis both to stop the crisis and to notify 

when indicated, persons and agencies necessary for the resolution of the crisis situation. 

* Provides “on-the-spot” support that is both helpful to the members and consistent with 

the philosophy of the program. 

* Carries an in-house caseload of up to 6 members.  

* Assists members with linkage to appropriate housing resources. 

* Attends to the safety, health, and well being of members. 

* Completes paperwork as assigned in a timely manner. 

* Is personally responsible and held accountable for work hours and time management as 

coordinated with supervisors.          

* Provides support to other staff members as needed. 

* Adheres to and upholds the policies and procedures of Turning Point Community 

Programs. 

* Attends all team and agency staff meetings unless approval for non-attendance is 

secured by the Program Director. 

* Meets the standards set for performance in all aspects of job duties. 
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* Meets the standard for consistent attendance (not more than a 5% absence rate per 

month) by reporting to every scheduled shift on time and ready to work and by the 

judicious use of paid sick leave and avoiding any situations resulting in the need to dock 

pay for time not worked. 

 

QUALIFICATION REQUIREMENTS: 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. 

 

EDUCATION AND/OR EXPERIENCE: 

Graduation from a four year college or university with a Bachelor’s degree in Social 

Work, Psychology, or related field.  Four (4) years varied experience as a consumer of 

mental health services or as a provider of mental health services.  Additional qualifying 

experience may be substituted for education.   

 

MINIMUM QUALIFICATIONS:  

Associate of Arts degree in a social work related field and six years of experience as a 

consumer or provider of mental health services.                                                                   
 

LANGUAGE SKILLS: 

* Ability to communicate effectively orally and in writing in addition to computer skills. 

 

CERTIFICATES, LICENSES, REGISTRATIONS: 

* Valid California driver’s license, current vehicle insurance and driving record 

acceptable to Turning Point’s vehicle insurance company and the Vehicle Driving and 

Maintenance Policy. 

* Possesses and maintains a safe and reliable form of vehicular transportation excluding 

motorcycles. 

 

OTHER SKILLS AND ABILITIES: 

* Knowledge of and commitment to principles and goals of community mental health. 

* Knowledge of and commitment to principles and goals of the “self-help model.” 

* Knowledge of and commitment to principles and goals of the “consumer-driven 

model.” 

* Knowledge of psychosocial rehabilitation’s treatment and programming.  

* Ability to work and communicate with staff, members, families, community agencies 

and professionals. 

* Ability to perform crisis intervention strategies. 

* Ability to work effectively under stress and conflict. 

* Ability to exercise appropriate judgment and decision-making. 

* Ability to be flexible and adaptable in any given situation.   

* Ability to work as a member of a team. 

* Ability to work under time deadlines and pressures. 
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* Ability to work with minimal supervision. 

 

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 required to walk, stand, and use 

the hands.  Occasionally, the employee must crouch or kneel.  The employee must exert 

or lift up to 25 pounds. 

 

WORK ENVIRONMENT: The work environment conditions 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. 

 

There are no unusual conditions.  Typically the noise level in the work environment is 

moderate. 

 

STATEMENT: 

 

I have read and understand the job description for Personal Service Coordinator II. 

 

 

 

_________________________________  _____________________________ 

Employee      Date 

 

 
 


