
Job Description              
 

Title/Position:  Clinic Behavioral Health Coordinator (RN)   

Department:   Clinic  

Reports To:  Clinic Manager  

Days/Hours:  72-80 hours  

FLSA Status:  Non-Exempt      

Effective:  09/08/2022       

Reviewed:   

  

 

I. POSITION 
This individual serves as the central facilitator to patients assigned to their care. Their general function 
is to guide and coordinate care and collaborate with primary care providers, RNs, MAs, and clinic staff in 
identifying needs, organizing activities, and organizing plans of care for patients with behavioral health 
conditions. They are an advocate for the patient and work to link them with health and community 
resources that provide a range of services, promote self-management, improve health, and reduce 
disparity. They assist patients to achieve health goals and improve health care outcomes. 

 

II. STANDARD REQUIREMENTS  
Minimum of an Associate’s degree in Nursing. Familiar with medical and pharmacological terminology. 
Experience working with various Microsoft Office applications Word, Excel, Outlook, etc. Previous 
experience in and environment that provides direct patient care, case management, and/or patient 
education. 

 

III. ESSENTIAL FUNCTIONS  
• Work directly with patients and their primary care provider(s) and other clinic team members to build 

and maintain the patient care plans. 

• Manage depression/anxiety measures and follow ups (in clinic or by phone) in accordance with 
Minnesota quality standards. 

• Build relationships with patients, patient s families, guardians, etc. 
• Introduce patients to the wide variety of services available across the organization as well as 

identifying outside resources and services as necessary. 

• Serve as an advocate for the patient in understanding needs surrounding shelter, childcare, 
transportation, safety, and other social determinants of health. 

• Conduct basic screenings of patients within primary care, including review of barriers to health self-
management, depression, stress, and substance use. 

• Provide health education and coaching to patients and refer patients to other care team members 
(nurses, patient advocates, primary care provider, outside specialists, etc.) as necessary. Topics 
discussed may include but are not limited to: 

• Medication knowledge, adherence, and accessibility 

• Benefits of best practice treatment for their chronic conditions 
• Encourage the patient to identify and set specific health goals in conjunction with goals set by their 

care provider(s). 
• Carry out structured clinical protocols with patients in person or by telephone. 

• Intervene appropriately in crisis prevention and de-escalation. 

• Serve as a bridge between the patient and internal and external referrals. May work directly with the 
referral specialist to connect the patient to external community agencies and referral sources when 
indicated by the care team. 

• Maintain and document regular communications with patients in the electronic health record. 

• Manage and work inpatient and emergency room tracking and facilitate appropriate follow ups as 
needed. 



 

 

• Manage tracking spreadsheet for reporting and follow up. 

• Contact enrolled patients monthly. Make additional inquiries/contacts as needed or requested by 
the patient and/or their care team. 

• Work collaboratively with clinic staff to implement and refine workflows throughout the clinic with 
goals to improve patient satisfaction and care. 

• Continuously seek, build, and maintain relationships with community partners and resources. 
• Attend and participate in staff meetings and committees. 

• Assist with resolving episode of care for mental health due to non-attendance. 

• Schedule behavioral health visits according to the established schedule for each provider. 

• Determine if patient has existing insurance coverage; discuss payment options and schedule 
appointment with patient advocate, if necessary. 

• Manage wait list on Epic and follow up. 

• Ensure patient exam rooms are fully restocked with BH business cards, DV resources, child 
development resources, post-partum education and self-harm resources. 

• Prepare for next day visits through pre-visit planning process to verify if service plans or forms such 
as PHQ, SDQ, CASII and ECSII need to be updated. 

• Assist with other duties and responsibilities as assigned. 
 

IV. KNOWLEDGE, SKILLS, AND ABILITIES 
• Confidence, professional judgment, and grace under pressure. 

• Works well both independently and as part of a team. 
• Exceptional verbal and written communication skills. 
• Flexibility--nimble in response to an evolving workload. 
• Exhibit good rapport with clients of varying ethnic backgrounds and socio-economic status. 

• Able to use office equipment such as computer, phone, fax, telephone, etc. 
• Excellent time management and organizational skills; attention to detail. 

 

V. PHYSICAL AND MENTAL DEMANDS 

For physical and mental demands of the position and environment, see following description. 
Physical and Mental Demands (The ADA requires employers to make reasonable accommodations for a 

person with a Disability.  This information is needed to assist AAHS in meeting these obligations).                                        

PHYSICAL DEMANDS                                                                       

(FREQUENCY BASED ON AN 8 HOUR SHIFT) 

 

NOT APPLICABLE 

OCCASIONALLY 

1-2.5 HR 

FREQUENTLY     

>2.5-6 HR 

CONTINUOUSLY     

>6-8 HR 

STANDING   x  

WALKING   x  

SITTING   x  

REACHING ABOVE SHOULDERS  x   

REACHING AT WAIST LEVEL  x   

REACHING BELOW KNEE  x   

CLIMBING x    

LIFTING ABOVE SHOULDER  <10 LBS  x    

LIFTING ABOVE SHOULDER > 10 LBS x    

LIFTING FROM FLOOR TO WAIST  <10 LBS  x   

LIFTING FROM FLOOR TO WAIST 10-30 LBS  x   

LIFTING FROM FLOOR TO WAIST >30 LBS x    

CARRY WAIST LEVEL <10 LBS  x   

CARRY WAIST LEVEL 10 - 30 LBS  x   

CARRY WAIST LEVEL TO 31 - 50 LBS x    

CARRY WAIST LEVEL > 50 LBS x    

PUSHING/PULLING < 20 LBS x    



 

 

PHYSICAL DEMANDS                                                                       

(FREQUENCY BASED ON AN 8 HOUR SHIFT) 
 

NOT APPLICABLE 
OCCASIONALLY 

1-2.5 HR 
FREQUENTLY     

>2.5-6 HR 
CONTINUOUSLY     

>6-8 HR 

PUSHING/PULLING 21 - 75 LBS x    

PUSHING/PULLING  76 - 150 LBS x    

PUSHING/PULLING  >150 LBS x    

WRITING   x  

HEARING    x 

SQUAT/KNEELING  x   

REPETITIVE ACTIONS   x  

KEYBOARDING   x  

DRIVING x    

SPEAKING    x 

SEEING/VISUAL    x 

PHYSICAL ENVIRONMENT 

x NOISE  FUMES/GASES  CHEMICALS 

 HEAT/COLD  HUMAN TISSUE/FLUIDS  BIOHAZARD MATERIALS 

x INFECTIOUS DISEASE  ANIMAL TISSUE/FLUIDS  DIRT 

 MOVING MACHINERY  RADIATION  LASERS 

 VIBRATION  WET/HUMID ENVIRONMENT x WORK INSIDE 

  WORK OUTSIDE x TELEPHONE USAGE    

MENTAL DEMANDS 

x FREQUENT PEOPLE CONTACT x FREQUENT INTERRUPTIONS x MULT. CONCURRENT TASKS 

 IRREGULAR WORK SCHEDULE x DECISION MAKING SKILLS x FREQUENT DEADLINES 

x SUPERVISORY SKILLS x CONCENTRATION REQUIREMENT x ORGANIZATIONAL SKILLS 

x DETAILED WORK x ABILITY TO WORK INDEPENDENTLY x ABILITY TO WORK W/ OTHERS 

SPECIAL CONSIDERATIONS/UNIQUE ENVIRONMENTS OR DEMANDS: 

  

 
Disclaimer 

The above statements are intended to describe the general nature of job duties and responsibilities typically assigned, 

identify the essential functions, and list the requirements of this job. They are not intended to be an exhaustive list of all 

supplemental duties, responsibilities, or non-essential requirements; nor should this document limit the supervisor’s right 

to modify assignments as necessary. This document does not create a contract for employment. 

 

Receipt and Acknowledgement 

I acknowledge and understand that: 

• Receipt of this job description does not imply nor create a promise of employment, nor an employment contract of any 

kind, and that my employment is at-will. 

• The job description provides a general summary of the position in which I am employed, that the contents of this job 

description are job requirements and, at this time, I know of no limitations which would prevent me from performing 

these functions with or without accommodation, I further understand that it is my responsibility to inform my 

supervisor at any time that I am unable to perform these functions. 

• Job duties, tasks, work hours and work requirements may be changed at any time. 

• I have read and understand this job description. 

 

I do/do not (please circle one) need accommodations under the Americans with Disabilities Act.  

 

__________________________________ __________________________________ ________________ 

Employee’s Name (Printed)   Employee Signature      Effective Date 


