
 

  

Job Title: Intake Coordinator Reports To: Quality Assurance Officer 
Company Name: Lark Management, LLC Wage:  
Classification: administrative, non-exempt  

 
Litmus Test: Are we compatible? 
Integrity, flexibility, empathy, and excellence are our company values. They motivate us to keep              
a vibrant company culture that comes through in all we do. Everyone who fits well into our                 
company culture does these things: 
 

● This company values your feedback and constructive criticism regarding management,          
administration, and company policies and procedures. Let your direct supervisor know           
when you have input.  

● Pair your complaints and criticisms with solutions. 
● Instead of saying some version of “that’s not my job” when someone asks you to do                

something, try some version of “let me see if I can help.” We love delegation and job                 
descriptions too, but it makes for a better workplace when your teammates show a sense of                
excitement about supporting one another. 

● It’s especially important to tell your supervisor when you feel overwhelmed, stuck, or in              
need of training or professional development. 

● When conflicts or problems arise in the workplace, be solution-focused and           
action-oriented. Don’t cry over spilled milk. Don’t fan the flames of gossip or hearsay.  

● If you have difficulty with your peers or direct reports, try to resolve it one-on-one without                
gossip or consult with your supervisor about how to proceed. If you have difficulty with               
your supervisor, consult with our human resource employee support line about how to             
proceed.  

● When mistakes happen, sometimes it’s the situation, not the person. Have empathy for             
others and consider their context before jumping to conclusions about them. 

● We aim to cover you in your absence, and we’d like you to do the same for others,                  
including days off and lunch breaks. 

● Take the time to understand how our business works. 
● Seriously read this job description in depth because … we mean it.  
● And for the catch-all statement: you must be a team player and prepared to help out with                 

any given function on daily basis. 
 
If working with people who do these things sounds exciting to you, read on! 
 
Function of the Intake Coordinator:  
We prefer to keep our providers focused on quality care to ensure we continue to deliver positive                 
outcomes, which leaves few people thinking about referrals. So the company needs one person’s              
primary focus to be referrals, and you are that person. As it turns out, referrals are not only the                   
result of positive outcomes but also maintaining positive relations with various stakeholders and             
making the intake process as seamless and efficient as possible for referral sources. If you’re               
putting the pieces together, you’re discovering that we expect you to be intimately familiar with               
our service array and outcomes so you can speak knowledgeably about them to prospective              
referral sources.  
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As you will be familiar with all cases coming into the offices, we also ask that you take on the                    
responsibility of ensuring clients are properly discharged as well. We view this as a positive               
addition to your task list since you’ll get to see the positive reasons for discharge after reading                 
through some tough referral notes. Stay in touch with our providers and the rest of the Quality                 
Assurance Department to make sure clients don’t slip through the cracks, letters are sent out on                
time, and charts are closed out when all of the proper documentation is uploaded. 
 
Lastly, make sure the right things are being said about us in the right places. Hunt down and set                   
straight misperceptions about us. Solicit feedback from referral sources about how we can be              
doing things better. Promptly share information with your supervisor to facilitate timely response             
when necessary. Be a spectator in our offices and look for opportunities for improvement.              
Develop promotional and educational materials coupled with proposals for distribution. 
 
Why this job stinks: 
Ultimately, we want to hold you accountable for referrals, but the truth is that referrals are                
everyone’s responsibility, a result of our outcomes and overall customer service. But we will be               
looking to you to solve the riddle of referrals, which can be a tough nut to crack. We need you to                     
constantly be looking for ways to build relationship with our referral sources and keeping them               
happy while also sticking to company policy. That’s a difficult balancing act!  
 
You may also become the source of your own misery. Your ultimate goal is to get more referrals                  
to help us begin treatment with more children and families, but that just causes more work for                 
you. We ask that you always be looking for more work when it comes to referrals.  
 
Traveling, and we are not talking about the Caribbean cruise kind of traveling, is key to being                 
effective in this position. In addition to making appearances at each of our locations, you’ll be                
expected to make a continued presence at one of our referral source’s locations. In fact, one of                 
your main workstations is located at their central hub. This way you can always work on                
building strong relationships with an important partner in our community.  
 
10 Reasons you should quit your job and work here anyway: 
1. You like getting rewarded for solving big problems.  
2. You think it sounds exciting to be a part of a growing company that puts quality before                 

quantity and is changing the mental health system and the lives of children and families.  
3. You think measuring outcomes is important and that our key outcomes are legit:  

# of psychiatric hospitalizations, # of psychotropic medications, # of runaways 
4. You think being relaxed and friendly at work should be normal. 
5. If you think our policies and procedures aren’t as fresh as this job description, it’s cool                

because anyone with a good idea can influence our policy. 
6. When it comes to diversity, you think companies should value the inherent, unique             

perspectives and insights, not the checkboxes on the demographic form. 
7. Our company has grown quickly and wisely such that there is still room for positions and                

departments that don’t currently exist. 
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8. You want to work in a company where executives and owners take responsibility for their               
mistakes. 

9. You’re tired of boring holiday parties and are ready to have fun for free. 
10. You think all companies should offer vision, dental, and health insurance; life insurance; paid              

holidays and time off; and access to a host of other voluntary benefits as part of their total                  
compensation package like we do. 

 
Job-Specific Duties and Responsibilities: 

● You must work with clinical, medical, and administrative leadership to ensure external            
customer service (i.e., with clients, parents, referral sources) is embedded in each site’s             
culture, including identifying opportunities for increased customer service. 

● We need you to keep everyone on the same page with referrals so conduct a daily huddle                 
with your supervisor and clinical leadership to make sure all steps are being met in a timely                 
fashion, problem solve extraneous circumstances, and brainstorm ways to get our clients            
through the referral process quicker so we can begin treatment. 

● You should be able to pass weekly pop quizzes about our outcomes and referral patterns. In                
order to do this, you’ll have to work closely with your supervisor to have a clear, thorough,                 
and up-to-date understanding.  

● Good thing we don’t do quizzes, but people will hurl random questions to you about our                
outcomes and referral patterns. We want you to be prepared, so we expect you to maintain                
a detailed daily log of referrals, including information about acceptance. 

● Organization is key in this position. You’re expected to maintain a detailed tracker of all               
referrals and where they are in the process. Anyone in the company should be able to open                 
your tracker at any time to see exactly where we are in the referral process in real time.  

● If people ask questions about our outcomes that you do not know or about the design of the                  
research, defer the questions to your supervisor. 

● Work closely with Family Clinical Services at DFS, our Child Welfare Program Manager,             
and our administrative leadership, to develop hypotheses for the underlying cause(s) of the             
referral patterns. 

● Use this knowledge to develop solutions that will improve referral patterns and make the              
sites more efficient in scheduling intakes in a timely fashion. Once this is developed,              
present it to your supervisor for implementation across all sites. 

● Always carry business cards, reading material, and company swag with you to remind             
referral sources of our services and outcomes.  

● Send hand written thank you cards after going through the referral process with one of our                
referral sources. We require a portion of their limited time, so we want them to know how                 
much we appreciate the opportunity to work with them.  

● Be our eyes and ears in the community. Seek out opportunities (e.g., associations,             
consortia, fundraisers, community and legislative events, etc.) to gather information with           
respect to competitive activity, market development, collaborative opportunities, projects,         
customers, etc. 

● It behooves us to have a single point of contact that interested parties can contact to get or                  
give information about Healthy Minds. You’ve been selected to be our liaison to other              
clinics and providers, existing and future referral sources, and other community resources            
to establish and maintain rapport with them. 
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● Building relationships with referral sources is one of your most important tasks so you’re              
probably wondering why it’s so far down in the list. The answer is simple: the relationships                
won’t work for us if you aren’t able to stay organized to report back on progress.  

● When you hear a complaint about our intake and admission policies and procedures,             
always inform your supervisor and make sure 1 of 2 things happens: 1) the person’s good                
idea is implemented and the person learns of the change, or 2) the person understands the                
reason why things are the way they are. 

● As part of the intake process, you will be responsible for gathering and recording historical               
information into clients’ charts. Learn what is clinically appropriate to be entered into a              
client’s permanent health record; stick to the facts. 

● Sometimes referrals don’t follow the process as smoothly as you’d like. There are a lot of                
moving parts you’ll have to reach out to and keep track of. In doing so, you’ll have to                  
create weekly notes in the charts of those difficult referrals to show the work you’ve done                
to get them into our care. 

● Don’t worry, we’ll be sure to have a clinician monitoring notes and constantly giving you               
feedback.  

● Do your best to balance clients’ need for accessibility (i.e., proximity to their home) and               
our offices’ availability when assigning clients to sites. Inform clinical leadership of which             
location works best for the client so they can assign appropriately. 

● Since you’ll be driving around meeting people so often, you’ll be in the perfect position to                
help us build a database of community resources and events. So we assign this task to you                 
and expect you to work with the Personal Assistant and your supervisor on making the list                
and calendar of events available internally. 

● We need you to be on the same page as administrative leadership regarding policy,              
procedure, and improvements, so please touch base with them regarding          
miscommunications and misunderstandings. They get the brunt of the frustrated phone           
calls so do your best to make their lives easier by helping out where you can. When you’re                  
at various referral sites check in with our offices to see if there’s anything they need from                 
someone located at that referral site.  

● Check in with our clinical and medical providers as well. You’re passing referrals off to               
them but that doesn’t mean they don’t need help contacting the referral source after your               
process is complete. Since you’re traveling they may rely on you for some of that. 

● Since you’re going to be doing all of our referrals we thought it would be nice for you to                   
see the positive discharges reasons as well. You’ll be responsible for checking in on all               
discharges and ensuring that the proper letters go out. If you’re unsure of which letter to                
send, please contact the assigned provider for clarification. 

● Per our mal practice insurance there are strict rules on how to discharge clients properly.               
Stay up to date on these requirements and be sure that we are following those rules for                 
every client every time. If you’re questioning something always reach out to your             
supervisor or our mal practice insurance carrier.  

● Once all proper discharge steps have been followed, be sure to close out the client’s chart.                
We should only ever have active charts available for viewing. If a client returns to us, you                 
can always activate the chart again.  

 
Assigned Reports 
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● Yeeaahh, we’re going to need that referral tracker updated many times throughout the day. 
● The discharge tracker also needs to have up to date and accurate information. 
● It would also be helpful to know current trends in referrals and discharges. Quarterly              

reports on both can help us prepare for the months ahead. 
 

Qualifications: 
● At least a two-year degree in related field or equivalent combination of education and              

experience 
● Effective, efficient googling skills 
● Hold a conversation with a stranger for a period of time about any topic. Seriously. 
● Leads by example, team player attitude, and shares our values – integrity, flexibility,             

empathy, excellence 
● Knowledge of the DSM and basic mental health terms will make the job more interesting               

and make you more successful 
● Awareness, sensitivity to, and respect for cultural variation and the power of personal             

values and biases 
● Ability to remain calm and courteous in the face of rudeness and disrespect  
● Proficiency in computer skills, especially using Word, Excel, and customized databases-           

this is a must! 
● Has computer, email, and internet access from home or other off-site locations 
● Demonstrates presentation and interviewing skills with ease 
● Inability to crumble under pressure or when speaking publicly 
● Ability to predict the future. Not really but you have to be able to identify warning signs for                  

when something is likely to go wrong and then generate and implement solutions. 
● Ability to consider multiple perspectives and alternate explanations when problems arise 
● Ability to identify pair problems with solutions along with alternative solutions when you             

don’t get your way  
● You have to be able to prioritize and get things done 

 
Applications:  
A letter of application and résumé must be emailed to HR@healthymindslv.com or mailed to              
Healthy Minds P.O. Box 82038 Las Vegas, NV 89180 
 
Acknowledgement: 
I acknowledge that I have received and read the above job description. The job description               
outlines my position function and essential job duties. I agree to adhere to the job description as                 
well as the policies and procedures in my position.  
 
I acknowledge that it is my responsibility to refer to the job description and to ask for                 
clarification on anything within that is unclear to me. Failure to follow and adhere to the job                 
description may result in disciplinary action up to and including termination of my employment. 
 
I acknowledge that this is not a contract and should not be construed as creating contractual                
obligations. The company reserves the right to amend, supplement, or rescind any provisions of              
this job description as it deems appropriate, in its sole and absolute discretion.  
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My signature indicates that I have received and read the job description, that I will contact the                 
Company with any and all questions that I may have regarding the job description, and that I will                  
comply with the job description stated herein.  
 
 
Employee Name: _____________________________________ 
 
 
Employee Signature: _____________________________________ Date: _________________ 
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