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	TYPICAL STAFF POSITIONS AND JOB DESCRIPTIONS

	Program Manager/Director
Acts as lead coordinator and manager for the state disaster response and is the main point of contact for the program.  
Oversees staffing, training, reporting, data analysis, and fiscal monitoring.  
Works with other disaster service agencies to ensure coordination of behavioral health response and no duplication of services.  
Conducts regular site visits to providers and accompanies crisis counselors as an observer to ensure appropriate services are delivered.  
Represents the program at high-level meetings within the community and at state leadership meetings.  

	Team Leader
Leads a team of crisis counselors in the field.  
Is usually an experienced disaster behavioral health worker or behavioral health professional who supervises paraprofessional or less experienced crisis counselors.  
May help to assess people who require traditional mental health or substance misuse treatment.  
Depending on the size and scope of the disaster, providers may have more than one team lead on staff.  
Trains, debriefs, and provides supervision for the crisis counselors.  
Uses data to conduct ongoing needs assessment.  
Coordinates data collection activities and reviews data form submissions for accuracy.  
Provides coordination and oversight of the crisis counselors’ plans of service.  
May perform crisis counseling as needed.  

	Crisis Counselor
Works with individuals, families, and groups to provide outreach, emotional support, individual and group crisis counseling, public education, and referrals when needed.  
Is synonymous with term “outreach worker.”
Represents program in the community and networks with other agencies and partners to ensure needs of survivors are met.  
Provides presentations to community groups on disaster reactions, coping skills, stress management, and the disaster response program.  

	Data/Evaluation Specialist
Implements and oversees the data collection activities.  
Collects and analyzes data, provides data analysis and feedback to state and provider leadership staff to improve program services.  
Trains program staff on data collection forms.  Works closely with program manager to ensure accuracy of completed forms.  
Supports program manager and team leaders.  

	Administrative Assistant
Provides administrative support, including but not limited to collecting and verifying timesheets, collecting data forms, ordering supplies, answering office phone calls, photocopying, faxing, and 
e-mailing of program information.  
Schedules events and related training activities.  

	Consultant/Trainer
Hired to train program staff or provide consultation to program leadership.  
Should be experienced in training topics and/or grant writing.  

	Fiscal Specialist
Tracks and monitors funds, reviews and submits requests for program budget modifications, and prepares fiscal reports.  
Performs quality control and oversight of program purchases.  
Works closely with program leadership staff to ensure that funds are accessible to providers and are being appropriately used for crisis counseling services.  
Ensures all contracts are appropriate and compliant with state and federal mandates.  
May be responsible for processing timesheets and payroll.  

	ADDITIONAL POSITIONS ENCOUNTERED IN A DISASTER RESPONSE PROGRAM

	Provider Project Manager
Is often found in larger provider staffing plans.  
Acts as lead coordinator for the crisis counseling response at the provider agency and is main point of contact for the state program manager/director.  
Oversees staffing, training, reporting, and fiscal monitoring for the provider.  
Sometimes serves as a team leader.  

	Community Liaison/Resource Linkage Coordinator
Facilitates entry on behalf of the disaster response program into local communities and works with community organizations.  
May serve as a cultural broker and as liaison between the program and a cultural group.  
Provides intensive resource linkage for survivors struggling to access disaster relief assistance.  
Networks with community resources to identify referral mechanisms.  
Provides training to crisis counselors and other service providers on referral resources and mechanisms.  

	Media Liaison
· Establishes and maintains cooperative relationships with representatives of business, community, media, public interest, and school groups.  
· Writes, edits, and coordinates the design for internal and external program publications, the media, the Internet, social media, marketing collateral, and other related materials.  
· Assists in the coordination of events, activities, and branding related to the promotion of the program.  
· Serves as a media liaison for general and routine media inquiries and pitches in conjunction with project leadership.  




	Child Specialist
· Establishes and maintains cooperative relationships with representatives of community, day care, faith-based, and school groups.  
· Provides crisis counseling services for children and adolescents, parent education, and supportive family services focused on grief and loss.  
· Promotes resilience and successful coping techniques using individual, group, and family evidence-based strategies.  
· Provides culturally sensitive education and training about the effects of trauma on young children and their families.  
· Delivers training that includes reactions to disasters, creating safe environments, creating classroom communities, and healthy responses to life-changing events.  
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