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Reviews and/or approves authorizations, assessments and treatments plans and other needed 
documentation for healthcare billing. 

Operates a computer and assigned software programs; operates other office equipment as assigned; 
drives a vehicle to conduct work as assigned. 

 
OTHER DUTIES: 
Performs related duties as assigned. 

 
KNOWLEDGE, ABILITIES AND COMPETENCIES: 

 
KNOWLEDGE OF: 
 
School-based mental health research and services; 
County health and human services; 
Regulations related to confidentiality and sharing of information between agencies and schools; 
Medi-Cal certification and billing process; 
General principals of educational psychology, adolescent growth and development; 
Principles and practices of organizational leadership, including the ability to lead change process; 
Program management and implementation guidelines; 
Collecting and assembling data to generate reports;  
Clinical supervision and consultation. 

 
ABILITY TO: 

 
Plan, organize and direct the development of the program;  
Analyze data and evaluate program needs; 
Communicate effectively with school districts and community partners regarding program;  
Interpret, apply and explain rules, regulations, policies and procedures; 
Research and organize information; 
Prepare comprehensive narrative and statistical reports related to assigned activities;  
Provide technical, specialized, consultative, advisory and planning services; 
Work independently with little direction;  
Communicate effectively both orally and in writing; 
Establish and maintain cooperative and effective working relationships with others; 
Operate a computer and assigned office equipment. 

 
LEADERSHIP TEAM COMPETENCIES: 
 
Develops and fosters effective individuals and teams;  
Operationalizes the organizational vision, mission, goals, shared values, and guiding principles; 
Demonstrates emotional intelligence; 
Models inclusive, effective, and authentic communication; 
Applies knowledge of the intersectionality of race, equity, and inclusion; 
Builds and sustains positive, trusting relationships; 
Conducts SCCOE operations with the highest moral, legal, and ethical principles.  
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EDUCATION AND EXPERIENCE: 
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