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 COMPREHENSIVE SERVICES COORDINATOR 

 

 FLSA Status: Exempt 

GENERAL DEFINITION AND CONDITIONS OF WORK: 

Performs difficult professional work assisting with the implementation of the Comprehensive Services Act for At-Risk 

Youth and Families; does related work as required.  Work is performed under regular supervision. 

 

This is sedentary work requiring the exertion of up to 10 pounds of force occasionally and a negligible amount of force 

frequently or constantly to move objects; work requires standing, fingering, and repetitive motions; vocal 

communication is required for expressing or exchanging ideas by means of the spoken word; hearing is required to 

perceive information at normal spoken word levels; visual acuity is required for preparing and analyzing written or 

computer data, operation of machines, determining the accuracy and thoroughness of work, and observing general 

surroundings and activities; the worker is not subject to adverse environmental conditions. 

 

ESSENTIAL FUNCTIONS/TYPICAL TASKS: 

Serving as liaison between teams; assisting the public; responding to questions; ensuring compliance with laws, 

regulations and procedures; maintaining records and files; preparing reports. 

Facilitates a multidisciplinary treatment team for at-risk children and families, foster children, special education 

youth or youth in or at risk of out of home placements; schedules reviews, coordinates meetings and screens and 

assesses referrals; supervises CSA Case Managers; 

Liaises between the FAPT and the CPMT; coordinates meetings; documents and distributes meeting minutes; 

Maintains and revises policy and procedure manual; suggests revisions based on policy changes; 

Represents local government and CPMT on Regional Coordinators Team;  

Represents region on statewide steering committee of CSA Coordinators; 

Trains Case Managers on the use of CAFAS;  

Attends IEP meetings to develop service plans and prevent out of school placements; 

Maintains CSA records and develops service plans;  

Develops policy and procedure manual and maintains current updates; monitors compliance; 

Notifies providers and parents of upcoming reviews;  

Provides in-services training on various mental health topics;  

Prepares grant requests; prepares spending allocation plan for upcoming year; monitors expenditures and prepares 

reports for various reimbursements; 

Prepares and administers program budgets; monitors expenditures;  

Prepares and presents a variety of reports and related documentation; 

Processes invoices and encumbers fund through Finance Department; creates, negotiates and signs contracts with 

vendors; inputs data and tracts fiscal information;  

Performs related tasks as required. 

 

KNOWLEDGE, SKILLS AND ABILITIES: 

Thorough knowledge of human services resources and systems; thorough knowledge of human resource service 

agencies and the programs and services they provide; thorough knowledge of the principals and practices of human 

service program delivery; ability recognize human service problems and develop programs; ability to develop 

appropriate policies and procedures; ability to solve problems within scope of responsibility; ability to express ideas 

effectively both orally and in writing; ability to maintain financial accounts; ability to prepares complex reports; ability 

to establish and maintain effective relationships with clients and associates. 

 

EDUCATION AND EXPERIENCE: 

Any combination of education and experience equivalent to graduation from an accredited college or university with 

major coursework in social work or related field supplemented by a master's degree and considerable human services 

experience. 

 

SPECIAL REQUIREMENTS: 

May require possession of an appropriate driver's license valid in the Commonwealth of Virginia. 

 


