
BUTLER COUNTY MENTAL HEALTH &  
ADDICTION RECOVERY SERVICES BOARD 

POSITION DESCRIPTION 
 

JOB CLASSIFICATION TITLE: 
Comprehensive Opiate Abuse Program Project 
Coordinator 

 

EMPLOYMENT STATUS: Full Time REPORTS TO: Director of Addiction 
Services 

FLSA STATUS:  Exempt CIVIL SERVICE TYPE: Unclassified  

FLSA TYPE: Administrative ORC CODE: 124.11 (A)18 

DISTINGUISHING JOB CHARACTERISTICS 

The Comprehensive Opiate Abuse Program Project Coordinator is a dedicated position to 
manage the day-to-day operations of the Butler County Comprehensive Opiate Abuse 
Program.  The Project Coordinator will participate in selected training and technical 
assistance as provided by the Bureau of Justice Comprehensive Opioid Abuse Program 
Grant.  The Project Coordinator will: 

 Identify the needs of the Butler County community, including collecting and analyzing 
administrative and overdose data 

 Work with project staff to design an appropriate outreach and prevention strategy, 
based on the data 

 Convene regular stakeholder discussions surrounding project implementation 

 Respond to requests for data, reports, and information regarding the initiative 

 Ensure continued project implementation and redirection, as needed 

 Track quarterly performance measures, including measures associated with future 
naloxone administrations as well as treatment engagement and retention 

 

The Project Coordinator is responsible for community outreach and coordination to support 
the initiative.  This includes connecting with key stakeholders, implementing new services, 
coordinating teams, and communicating across systems.  Therefore, the position will require 
travel throughout the county and region in support of services being provided, outreach, and 
implementation support. 

 

Serves in an unclassified position at the pleasure of the Executive Director. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

Each employee is expected to perform essential duties to job performance standards. Reasonable 
accommodations are made for an otherwise qualified employee with a disability covered by the 
Americans with Disabilities Act (ADA), in so far as the accommodation does not create an undue 
hardship on the Agency. 

 

Coordinates efforts of Quick Response Teams throughout Butler County.  Communicates and 
supports efforts and monitors care coordinators efforts in conjunction with first responders 
throughout the community to ensure effective implementation of overdose outreach 
throughout the county.   
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Works closely with Care Coordinators (Heroin Hopeline/Beckett Springs Hospital) to ensure 
proper implementation and communication across all outreach efforts.   

 

Assesses and identifies needs within the Butler County Municipal Court systems and works 
with the courts to implement effective diversion strategies for opiate dependent offenders 
within the municipal court system.  Works closely with Judges, Court Clerks, Probation 
Officers, and Prosecutors to support these diversion efforts.  

 

Assess and identifies needs within Butler County Emergency Services, including local 
Emergency Departments, and works with providers to implement effective outreach 
strategies to engage opiate dependent patients that interact with emergency services.  Works 
closely with healthcare providers and first responders to support these efforts.  

 

Manages implementation and allocation of grant funds, including proper disbursement to 
providers, appropriate allocations of funds, and ensuring allowable uses.  

 

Work closely with Research Partner to conduct action research, identify performance 
measures, track measures to assist in the improvement of program implementation and 
fidelity, and ensure outcomes are being evaluated effectively.  

 

Coordinate overdose prevention education and community outreach across Butler County, 
including interfacing with the Board’s provider system.  

 

Work in conjunction with Butler County Children’s Services to develop and provide 
specialized training to first responders, victims’ service providers, and child protective 
services professionals to ensure that there is an established process/protocol to follow when 
encountering a child or youth affected by overdose or in a home when the child is exposed to 
substance abuse.  

 

Engage cross-systems stakeholders and coordinate and plan regular meetings to foster 
communication and coordination across all systems.  

 

Submits quarterly performance reports as required by the grant.  

 

Maintains data and records to support grant funded activities and ensures appropriate 
implementation of the grant project.  

 

Attends required annual training in Washington DC to support the grant.  

 

 OTHER DUTIES AND RESPONSIBILITES 

Inputs and analyzes data within the Cordata software to track and analyze data in support of 
outreach efforts.  

Performs other duties as assigned. 

 



 3 

SCOPE OF SUPERVISION 

None. 

EQUIPMENT OPERATED 

Personal computer; printer; fax, copier, projector; scanner and other routine office equipment; 
landline telephone; audio visual equipment; cell phone; motor vehicle. 

 

CONTACTS WITH OTHERS 

First Responders, Public Safety personnel, Board members; media personnel; clients; 
businesses; churches; associations; non-profit organizations; state and local officials and 
general public; TTA for BJA funded grant project; ODMHAS representatives, and other 
internal and external contacts as required within the performance of job duties. 

 

CONFIDENTIAL INFORMATION AND DATA 

This position includes responsibilities that involve access to clients’ private health information 
protected by law (protected health information).  To ensure that privacy rights of clients are 
respected and provided, the employee is authorized to access and use protected health 
information only for the purpose of proper plan operation and administration. Any other use of 
protected health information is prohibited.  

The employee assigned to this position is also prohibited from disclosing any protected health 
information to any outside party via Board Business Associate Agreements or without the 
written authorization of the privacy official, and is required to participate in HIPAA training and 
to review and acknowledge understanding of the HIPAA policy manual. 

WORKING CONDITIONS 

Normal office working conditions. Exposure to conditions within contract agencies and to 
traffic and weather conditions when traveling and working on-site. 

 

USUAL PHYSICAL DEMANDS 

The following physical demands are typically used and exhibited by employees when 
performing this job’s essential duties and responsibilities.  These demands are not, 
and should not be construed to be qualification standards.  Rather, they are illustrated 
to help the Executive Director and otherwise qualified employee or job applicant with 
an ADA disability identify essential job duties that need to be reasonably 
accommodated, and the type of appropriate reasonable accommodation which may be 
available which does not create an undue hardship on the Agency. 

 

While performing the duties of this job, the employee regularly exhibits manual dexterity when 
entering data into the computer.  The employee commonly talks and hears when dealing with 
Agency contract representatives and others. The employee frequently sits for prolonged 
periods of time at a personal computer, in meetings and in performing other job 
responsibilities. Vision demands include close, relatively detailed vision, with the ability to 
adjust focus to computer screens and written material for extended periods of time.   

 

REQUIRED KNOWLEDGE, SKILLS AND ABILIITIES 

Knowledge of: drug and alcohol addictions and treatment; public addiction recovery system 
and regulatory requirements; local addiction recovery and social service agencies; program 
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evaluation processes; Ohio drug and alcohol addiction laws and regulations; managed care 
concepts and technologies; research methods and sources; operation of personal computers; 
computer software; HIPAA law and regulations including privacy rules and standards; Ohio 
public records law and processes. 

Ability to: organize work projects and manage multiple tasks simultaneously; set work 
priorities within broad guidelines and objectives; ability to complete short and long range 
objectives without close supervision; develop and maintain effective working relationships 
with associates, supervisor, contract agency representatives; ODMHAS representatives, 
officials, general public and other job contacts; maintain confidentiality of confidential and 
sensitive subject matter; prepare written reports requiring the exercise of sound judgment; 
exhibit flexibility in work schedule and job assignments; maintain current working knowledge 
of changing addiction recovery services field; anticipate and respond to issues on a proactive 
basis; interpret and apply HIPAA standards to practical situations; exhibit attention to detail. 

Skill in: verbal and written communication; operating general office equipment; application 
and use of a variety of personal computer software including word-processing, spreadsheets, 
database management, and graphing; communications and networking; preparing 
operational reports; collaborating with other agencies and coordinating services; grant & 
report writing; developing policy. 

 

QUALIFICATIONS 

A combination of various levels and types of education, experience, training, and license or certification 
may qualify a person to perform essential duties of this position. Applicable laws or regulations may 
require that employees assigned to some jobs attain a specific level of education, experience, or 
training, and license or certification.  Qualifications specified for this position are: 

Bachelor's Degree in Social Services or a related field, and five years’ experience in a 
behavioral health services field, including knowledge of and/or experience working with first 
responders, the court system, and healthcare systems. .  Working knowledge of personal 
computer and software.  Knowledge of HIPAA laws, federal alcohol & other drug 
confidentiality laws, and requirements. 

 

State licensure in Chemical Dependency, Mental Health and/or Prevention credentials 
preferred, but not required. 

 

Willingness to serve in an unclassified civil service position at the pleasure of the Executive 
Director and to serve in a position exempt from the Fair Labor Standards Act. 

 

LICENSES AND CERTIFICATIONS 

State Motor Vehicle Operator’s License with required minimum automobile liability insurance 
coverage and a safe driving record. 

 

Additional Qualifications 

Upon conditional hire, and as a condition of continued initial employment, each employee is 
required to submit to and pass a criminal background check and driver’s license check. 
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Ability to document personal identity and employment eligibility within three days of original 
appointment as a condition of employment in compliance with Immigration Reform and 
Control Act (I-9) requirements. 

EMPLOYEE UNDERSTANDING 

I understand and acknowledge by signing below, that this position description is not 
contractual, and does not state or imply that these are the only duties and responsibilities to 
be performed.  I further understand that these job duties may change at the discretion of the 
Executive Director, and that I am required to perform all job duties and responsibilities to 
performance standards as a condition of my employment. 

I further acknowledge that, by signing below, this position description has been reviewed with 
me, and I have been given sufficient opportunity to ask questions and clarify understanding 
regarding my job duties, responsibilities and performance standards. 

 
________________________________________________________________________ ____/____/____ 

Employee Date 

MANAGEMENT APPROVAL 

________________________________________________________________________ ____/____/____ 
Executive Director Date 

 


