
ESSENTIAL DUTIES AND RESPONSIBILITIES OF THE POSITION 

1. Complete biopsychosocial assessments to identify potential client needs, client 

preferences, cultural and religious views, views on death, and to ascertain any 

other existing supports involved in the client’s life.  

2. Develop care plans to identify services and other supports that would benefit the 

client.  

3. Refer clients to appropriate treatment and service providers. 

4. Collaborate with community agencies, including outpatient mental health 

providers, DD providers, nursing facilities, and hospitals to assist with care 

coordination. 

5. Visit clients quarterly in person or video conference; more frequent visits may be 

necessary based upon acuity of case. 

6. Prepare Court reports in a timely manner to remain in compliance with Probate 

Court rules. 

7. Effectively communicate with families and other social supports involved with 

clients. 
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8. Participate in training, consultation, and activities that enhance the Board, its 

mission, and individual professional development. 

9. Work with and network with other professionals in the area of guardianship. 

10. Meet regularly with Team Lead to review caseload and consult on day-to-day 

and major life decisions regarding clients. 

11. Make consent decisions as a designee of the Board in accordance with internal 

policy. 

12. On-call availability; on-call rotation sign-up by week on a quarterly basis. 

13. Perform daily responsibilities in a telework environment. 

14. Perform other duties as assigned by the Director or the Board. 

QUALIFICATIONS AND REQUIREMENTS 

 Candidates must demonstrate a combination of education, experience, and personal 

characteristics that support the candidate’s ability to perform the duties of the position.   

 Minimum requirements include: 

1. A bachelor’s degree in social work or related field with LSW license; 

2. A dedicated workspace with suitable privacy for participation in meetings with 

confidential subject matter; 

3. High speed internet bandwidth sufficient to support exchange of files, office 365, 

video conferencing, internet searches, email and any software or applications 

necessary for completing tasks and participating in meetings, trainings and 

activities; 

4. Proficiency in using an iPhone and telecommunication applications, Office 365, 

scheduling video conferencing in Teams and Zoom, setting up and operating a 

personal computer and adapting to changes with technology. 

5. Ability to effectively and professionally communicate verbally, in writing, and in 

virtual environments, with diverse audiences including medical providers, elected 

officials, attorneys, and members of the general public; 

6. Professional appearance and demeanor; 

7. Patience, objectivity, maturity, effectiveness under pressure, initiative and 

adaptability; 

8. Good time management skills and ability to prioritize work assignments;  

9. Knowledge of common office practices, procedures and equipment; 

10. Demonstrated dependability, reliability, and excellent attendance record; 

11. A valid driver’s license, reliable vehicle and vehicle insurance; 

12. Willingness to submit to a criminal background check; 

 

PREFERRED QUALIFICATIONS 

 

1. Working knowledge of local or regional treatment and service providers; 



2. Experience working with the Alcohol, Drug Addiction and Mental Health Board of 

Franklin County; the Franklin County Board of Developmental Disabilities; the 

Central Ohio Area Agency on Aging; or the Franklin County Office on Aging; 

3. Experience working with the Probate Court of Franklin County in the area of 

guardianship; 

4. Core course work in areas related to mental health and substance abuse;  

5. Experience in direct clinical care, courts or related fields; 

6. Experience working with developmentally disabled individuals, individuals with 

substance abuse or issues involving decreased mental capacity; 

7. Experience in working with and collaborating with other agencies in the provision 

of care (e.g., physicians, housekeeping, travel, personal hygiene, law 

enforcement, mental health agencies, adult day care, recreation, attorneys, 

dentists, etc.). 

BOARD EXPECTATIONS OF EMPLOYEE 

 In completing the duties and responsibilities of the position, the Board expects that 

the employee will adhere to all Board policies, guidelines, practices and procedures; act as a 

role model; perform duties as workload necessitates in a timely, accurate and thorough 

manner and communicate regularly with the Director regarding department issues.   

AT-WILL EMPLOYMENT 

 Employees of the Board are at-will employees and serve at the pleasure of the 

Board.  Employees are not in the classified civil service system and are not members of 

bargaining units.  The Board is an Equal Opportunity Employer and does not discriminate on 

the basis of age, gender, religion, race, color, national origin, ancestry, sexual orientation, 

disability, military status, or genetic information. 


