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JOB DESCRIPTION 
 
Dept.: Ubly Student Health Center Creation/Revision Date: 6/1/2019 
 
Job Title: Mental Health Counselor Reports To: Grants Project Director 
  

 

Job Relationships: Patients, Families, School Staff, Hospital Staff & Community Members 
 
 

Role/Position Definition: To enhance the educational process of students by maximizing their health and 

well- being, modifying or removing health-related barriers to learning, and promoting an optimal level of 
wellness.  
 
 

Qualifications/Position Requirements: 
 A.  Education/Experience 

1. Previous experience in working with children and adolescents preferred 

2. Master of Social Work Degree 

3. Background and training in physical, social and emotional health issues required 

4. Good interpersonal and communication skills  

5. Successful completion of background check 
 

B.  Licensure/Certification 

1. Current social work license in the State of Michigan 

  
C.  Personal Skills 

1. Demonstrates ability to establish good working relationships and effective communication with 
peers, human service providers, students, parents, community members, and school personnel 

2. Demonstrates an emphasis on customer service and a positive perspective attitude 

3. Demonstrates ability to communicate in speech, writing, and reading the English language 

4. Demonstrates maturity and emotional stability 

5. Able to work independently 

6. Demonstrates ability to lead a group function 

7. Organizational skills 
 
 

Work Environment: 

1. Work inside a well-lighted, ventilated and temperature controlled area. 

2. Subject to frequent interruptions. 

3. Subject to hostile and emotionally upset patients/families. 

4. Requires travel for community programs with own transportation 

5. Requires occasional evening and weekend hours 
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Age Related Job Skills:  
 
Age groups that pertain to this individual’s job description are marked below: 

  Neonate ……………………Birth to 1 month   Young Adult ………………18 years to 25 years 

  Infant ..……….…….………1 month to 1 year   Adult ………………………..26 years to 54 years 

  Early Childhood ….…...…1 year to 5 years   Senior Adult ………………55 years to 64 years 

  Late Childhood …………..6 years to 12 years   Geriatric ……………………65 years and above 

  Adolescence ...…………...13 years to 17 years   All age Groups ……………Birth and above                 

 

 
 
 
Duties & Responsibilities: 
 

Knowledge of Job 

1. Support and contribute to the service excellence of Harbor Beach Community Hospital’s Ubly Student 
Health Center. 

2. Demonstrate the primary goal of consumer satisfaction through positive interaction with students, family 
members and others in a respectful, courteous, confidential and caring manner. 

3. Maintenance of patient medical records. 

4. Develops policies, procedures and work standards for mental health program.  

5. Monitors compliance of mental health program with federal, state and local laws, regulations and policies. 

6. Initiates program changes as needed.  

7. Manages program allotment efficiently.  

8. Prepares health reports for supervisor, board of education and advisory team.  

9. Collaborates with other child-support agencies in designing and providing a school mental health program 

10. Provides mental health services to students.  

11. Serves as a resource person on mental health issues.  

12. Provides staff development on mental health-related topics for school staff and volunteers.  

13. Screens and conducts risk assessments on students/clients.  

14. Provides follow-up on students as required. 

15. Provides health education and group programs to students on social and emotional health topics.  

16. Distribute and collect satisfaction surveys and/or program evaluations from participants in programs.    

17. Corresponds with parents and school staff on mental health needs of children/students as allowed by state 
law.  

18. Assumes the responsibility of appropriate mental health assessment, planning, intervention, evaluation, 
management, and referrals for students  

19. Plays a key role in identifying mental health concerns and treatment measures, providing instruction, 
counseling, and guidance in the maintenance of good mental health practices 

20. Makes appropriate assessments and referrals for suspected abuse/neglect as a mandated reporter. 

21. Maintains a user friendly and organized mental health services facility conducive to confidential 
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Knowledge of Job 

communication and services. 

22. Follow all client, service, and operations policies of the Ubly Student Health Center as outlined in the 
Student Health Center Policies and Procedures Manual. 

 

Work Habits 

1. Able to concentrate on the task at hand despite interruptions 

2. Demonstrates organization and efficiency in relation to time management 

3. Demonstrates ability to handle multiple tasks while maintaining quality 

4. Demonstrates ability to handle stressful situations while maintaining composure 

5. Uses free time in constructive manner without prompting 

6. Displays a positive helpful attitude with both internal and external customers, per hospital policy 

7. Assists with maintaining an environment which ensures appropriate supplies, equipment and services 
necessary for function of the department, requisitions necessary items and stores items when appropriate 

 

Human Relations 

1. Demonstrates ability to recognize and communicate own needs 

2. Demonstrates ability to establish good working relationship and effective communication with other hospital 
and school employees 

3. Demonstrates ability to establish good working relationship and effective communication with 
supervisors/management personnel 

4. Demonstrates ability to establish effective communication with patients, families and hospital and school 
staff 

5. General behavior is not a source of departmental disruption or subject of legitimate complaints from co-
workers 

6. Demonstrates that patients/students are respected and the primary focus of work performed 

7. Courteously answers telephone calls; handles call, routes call or takes accurate messages as appropriate 

8. All personal interactions involve the use of a pleasant tone of voice and friendly, polite language 

9. Maintains confidentiality of information pertaining to patients, physicians, employees, guests and 
hospital/center business 

10. Strives to incorporate the hospital mission and values in daily practice by consistently exemplifying: 
Professionalism, Excellence, Respect, Friendliness, Efficiency, Compassion, Teamwork, Integrity, Outreach, 
and Networking 

 

Safety 

1. Demonstrates safe work habits including the adherence to Standard Precautions 

2. Reports unsafe conditions and occurrences 

3. Verbalizes and participates in the proper procedures to follow for safety programs (i.e. Fire Plan, Disaster 
Plan, Weather Alerts, etc.) 

4. Demonstrates proper lifting and transfer techniques 

5. Participates in maintenance of clean and safe environment 
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Professionalism/Professional Development 

1. Complies with attendance policy with proper notice of absences and proper arrival and departure times 

2. Dresses appropriately in accordance with department and hospital policies 

3. Hospital name badge is worn at all times and identifies self to patients/residents and other customers 

4. Participates in continuing education/programs to reach/maintain professional growth needs 

5. Recognizes and reports problems/issues, using established lines of authority  

6. Follows all applicable local, state, and federal laws while adhering to the provisions of the Corporate 
Compliance Program 

7. The confidentiality of all hospital, departmental, patient and peer related information is protected without 
exception 

 

 I have read and agree to the duties contained in this job description. I understand that this description 
reflects the general duties considered necessary to describe the principal functions of the job as identified 
and shall not be considered as a detailed description of all the work requirements. 

 I understand that I may have access to confidential information pertaining to patient, resident, physician, 
the hospital, other employees, other providers and institutions. I realize it is my responsibility to maintain 
the confidentiality of this information at all times. I understand that information can be released only under 
proper disclosure with proper signatures. My signature signifies that I am aware that any disclosure of 
unauthorized information is grounds for immediate disciplinary action up to and including termination. 

 I am aware of the importance of the Corporate Compliance Program and understand the need to report 
variances and agree to participate in correcting variances. 

 

 

 

_______________________________  _________        _______________________________  _________ 
Employee Signature   Date  Management Signature   Date 
 
The employee signature indicates knowledge of the points contained in the job description and awareness of the 
consequences for breech in confidentiality and awareness of corporate compliance reporting requirements. 


