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JOB DESCRIPTION
Position Title: Intake & Referral Supervisor
Supervisor: Care Coordination Manager
Status: Full-Time, Exempt

Job Summary
The Intake & Referral Supervisor supports Tri-County Health Network (TCHNetwork) by overseeing intake, referral management, and client triage activities across Care Coordination programs. This position is a working supervisor who supports staff who receive referrals, conduct initial client outreach and assessments, ensure accurate documentation, while holding a small case load.
The Intake & Referral Supervisor ensures referrals are processed efficiently, clients receive timely follow-up, workflows are followed consistently, and data quality standards are maintained. The position works closely with internal team and external partners to improvement staff to support integrated, person-centered service delivery.
The position includes direct supervision of approximately 3-4 intake staff and a strong emphasis on workflow management, quality assurance, performance monitoring, and continuous improvement.

Essential Duties & Responsibilities
Intake Operations & Referral Management
· Oversee daily intake and referral operations across Care Coordination. 
· Maintain intake workflows and referral processes to ensure efficient service delivery. 
· Monitor referral volume, response times, outreach completion, and service connection outcomes. 
· Identify barriers, bottlenecks, and opportunities for workflow improvement. 
Staff Supervision & Development 
· Provide day-to-day supervision, coaching, and support to intake staff and conduct regular 1:1s. 
· Orient, train, and mentor team members on workflows, documentation standards, and client engagement practices. 
· Foster a collaborative, customer-service-oriented team culture. 
· Collaborate with the Care Coordination Manager and Human Resources regarding employee performance and development needs. 
Quality Assurance & Data Management
· Monitor intake documentation for accuracy, completeness, and timeliness. 
· Conduct routine quality assurance reviews of referrals, outreach efforts, screenings, and documentation. 
· Partner with Quality Improvement and Leadership team to identify trends and improve processes. 	Comment by Jackie Kennefick: Callie?  Who else?
· Support implementation of new workflows, technology, reporting requirements, and service delivery models. 

Collaboration & Systems Coordination
· Collaborate with internal teams to ensure seamless client transitions.
· Serve as a resource to staff regarding intake workflows and referral processes. 
· Participate in program planning, workflow development, and organizational improvement initiatives. 
· Support implementation of centralized referral and intake strategies. 
Direct Client Support
· Serve as a working supervisor and maintain competency in intake and referral activities. 
· Carry a caseload of up to 25 cases
· Provide intake coverage and direct client support during periods of high volume or staffing shortages. 
· Assist with complex referrals and escalated client situations as needed. 
· Collaborate with external partners to ensure seamless client transitions.  
Required Education & Experience
· Two (2) years of experience in healthcare, human services, care coordination, enrollment, community health, or related fields.  	Comment by Jackie Kennefick: if not required this should move to preferred section 
· Strong understanding of social determinants of health and person-centered service delivery. 
· Experience using electronic databases, reporting systems, and Microsoft Office applications. 
· Demonstrated ability to manage competing priorities and support workflow improvement. 

Preferred Qualifications
· Previous leadership, mentoring, training, or supervisory experience preferred
· Community Health Worker (CHW) registration. 
· Connect for Health outreach certified. 
· Experience with referral management systems and intake workflows. 
· Experience in quality assurance, data management, or program evaluation. 
· Knowledge of healthcare, aging services, disability services, public benefits, and community resources. 
· Bilingual English/Spanish preferred. 
· 
Personal Attributes
· Strong organizational and leadership skills. 
· Excellent communication and relationship-building abilities. 
· Systems thinker with strong problem-solving skills. 
· Detail-oriented and committed to quality improvement. 
· Adaptable and solution focused. 
· Ability to maintain confidentiality and professionalism. 

OTHER REQUIREMENTS
· Requires regular local and regional travel. 
· Must have reliable transportation and be comfortable traveling in inclement weather. 
· Valid driver's license and automobile insurance required. 
· Ability to work occasional evenings and weekends. 

COMMUNITY PROGRAMS EXPECTATIONS
· This position is part of TCHNetwork's Community Programs Department. Employees are expected to demonstrate the Community Programs Core Competencies, including person-centered service delivery, collaboration, accountability, quality improvement, systems thinking, communication, adaptability, and a commitment to health equity.

LOCATION:
Hybrid position home base Montrose

COMPENSATION AND BENEFITS: 
Starting salary range is $27.00 – 29.50 hourly, depending on experience. 

Benefits Package:
· 104 hours of vacation, 12 paid holidays, and up to 48 hours of sick leave annually.
· 100% employer-paid medical and dental insurance after 90 days.
· 3.5% 401k contribution match.
· Flexible Spending Account after 90 days
· Employee Referral Program
· Mental Health Wellness Program
· Professional Development Opportunities.

Staff Signature: ____________________________ 		Date: ________________

CC Manager Signature: ____________________________ Date: ________________
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