	DESCRIPTION	CLIENT SERVICES DIRECTOR



Job Title: Client Services Director	
Department: Operations
Reports to: Executive Director
FLSA Status: 

Position Summary: 
[bookmark: _Hlk180067057]In cooperation and coordination with the Executive Director, the Client Services Director oversees and ensures alignment and coordination of all in-clinic client contact exclusive of medical services. The Client Services Director oversees on-site education and material assistance programs, the Emergency Material Assistance program, the Baby Boutique, and Life Coaching. The Client Services Director will maintain a respectful and collaborative working relationship with all clinic staff and volunteers. The Client Services Director will help fulfill the mission of Options for Women of Chisago County by utilizing the most current factual information and striving always for greater proficiency and excellence in each of our service areas. This position provides leadership, staff supervision, program development and coordination, and strategic partnership facilitation where appropriate.

Time Commitment: 
Monday through Thursday from 11 AM to 4 PM. Occasional evenings and/or weekends for events and client needs outside of these hours, not exceeding 25 hours per week unless prior approval. 

Supervision: Executive Director 

Essential Functions: 
1. In close collaboration with the Executive Director, cultivate a culture within the organization that is centered on Mission and Vision.
2. Lead and inspire the Client Support Services staff and volunteers to form a team that productively and consistently delivers a high quality client experience.
3. Mentor staff members and volunteers within the Client Support Services department, modeling delivery of the target client experience. 
4. In conjunction with the Executive Director and Board of Directors, set policies and procedures for all Client Support Services, including the Earn While You Learn and material assistance programs, the Emergency Material Assistance program, the Baby Boutique, and Life Coaching services. Ensure that all staff and volunteers assisting in such activities are properly oriented, trained, and supervised.
5. Directly manage the Following staff positions:
· 
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· Client Advocates 
· Boutique Volunteers 
· Mocha Mom Volunteers
· Any other person that may help with any of the Client Service Director job duties or help carry them out.
6. Cultivate collegial and cooperative collaboration among all Client Support Services staff to ensure appropriate and productive internal client referrals among the three levels of support services (i.e. education, life coaching and counseling). 
7. Recruit, train, oversee and manage all client-facing volunteers.
8. Oversee and manage the Client Intake Process and ensure that all staff responsible for client intake are fully trained and consistently adhering to established policies and procedures. 
9. Conduct pregnancy testing appointments using non-directive, non-judgmental conversation and tools.
10. Support clients on an as-needed basis, utilizing the most current factual information and striving always to become more proficient regarding the following topics or issues:
a. Pregnancy options discussions;
b. Post-Abortion support or referrals;
c. Basic pregnancy-related issues;
d. Sexual Risk Avoidance;
e. Natural Family Planning and Fertility;
f. Sexually Transmitted Infections (STIs) and Diseases (STDs);
g. Assisting clients to identify goals regarding parenthood that are consistent with their values.
11. Ensure that all members of the Client Services staff create and maintain detailed, confidential records of all clients.
12.  Maintain and report accurate records and compile statistics pertaining to client services to Executive Director and Board of Directors by the due dates assigned.
13.  Ensure that clients receive follow-up contact and assistance.
14.  Maintain a respectful and collaborative working relationship with all Clinic staff, volunteers, board members and the Medical Director.
15.  Respect and maintain client and organizational confidentiality at all times.
16. Comply with all policies and procedures of Elevate Life, Options for Women of Chisago County, and all laws, rules, regulations, standards and best practices appropriate to the position.


Non-Essential Functions: 
1. Network with other pro-life programs and attend appropriate local pro-life meetings or conferences when possible. 
2. Answer phones in office as appropriate and necessary; when assigned on an occasional basis. 
3. In support of the Executive Director, assist with the development/distribution of outreach materials.
4. Assist with the Clinic website regarding the ongoing maintenance and updates of content, design, and marketing as needed and requested.
5. Communicate as needed with Executive Director, meeting regularly to evaluate policies and procedures.
6. Assist Executive Director as needed with marketing, fundraising and other organization activities.
7. Other duties as assigned.

Essential Qualifications: 
1. Agreement with Options for Women of Chisago County Organizational Values: 
· Commitment to Options for Women of Chisago County organizational values. We believe in: the inherent dignity of each person, from conception to natural death; the right of our clients to receive comprehensive, truthful information in a respectful and compassionate way; and the importance of addressing the needs of the whole person – physical, emotional, spiritual and social – when providing services.
· Dedication to pro-life belief in the dignity, sanctity and worth of every human life. We do not perform or provide referrals for abortions. We do not recommend or provide artificial contraception. We promote healthy choices regarding sexuality that honor the dignity of the human person.
 
2. Professional:  Effective interpersonal and communication skills, basic computer skills and knowledge, and organizational aptitude. Experience and demonstrated ability in staff and human resource management. Preference for applicants who are mental health professionals or practitioners as defined by Minnesota regulations.
3. Education and Experience: Bachelor’s degree or its equivalent and/or related experience preferred, minimum of high school diploma required. Preferred: counseling, social services, family services, life coaching, and/or previous non-profit education and/or experience.
4. Personal: Ability to empathize with those in distress and give practical assistance; strong counseling and active listening skills; non-judgmental approach and attitude. Ability to recruit, train and sustain a high-quality volunteer program to support human resource needs for Receptionists, Parenting programs, and Baby Boutique coordination. Ability to lift up to 20 pounds, occasionally.
5. Relational:  Ability to work as a team member and to accept responsibility. Ability to act independently and to seek consultation when needed.






Training:
· Elevate Life’s 16-hour training seminar.
· Training and materials regarding social services and client referrals
· Orientation to Options for Women of Chisago County and on-the-job training with the Executive Director.

Compensation:
· Per Options for Women of Chisago County employee handbook. 

Location: 
· 6344 Elm Street, North Branch, MN 55056
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