
Somerset County Public Schools 
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Job Title:    Mental Health Coordinator 
Department:   Student Services 
Reports To:   Student Services Supervisor   
FLSA Status:   Exempt 
Prepared By:   Beth Whitelock/Tracey Cottman 
Prepared Date:   May 30, 2019 
Approved By:   Superintendent  
Approved Date:  May 31, 2019 
 
I. Summary – This person is responsible for coordinating student mental health services 
and referral procedures.  Working with community-based mental health provider, the individual 
will implement and monitor student mental health services in order to improve student 
achievement.  The individual will develop and deliver professional development programs to 
staff that are following the requirements of the Safe to Learn Act of 2018. This is a 12 month 
position. 
  
II. Essential Duties and Responsibilities include the following:  Other duties may be 

assigned by the Supervisor of Student Services or his/her designee.  
 

• Implements mental health services and supports and provides oversight of 
appropriate mental health strategies to meet the needs of students with mental 
health challenges. 

• Develops partnerships with central office staff, school-based administrators, 
general and special education service providers and related service providers in 
order to identify students with mental health challenges. 

• Coordinates school-based mental health support to include modeling and 
identifying effective mental health supports and interventions. 

• Keeps current with research related to effective mental health interventions and 
strategies that support students with mental health challenges and those at-risk for 
developing mental health challenges.  

• Maintains appropriate data regarding the number of students referred for mental 
health services, needs of students, tiers of services delivered, placement of 
students, parent involvement, needs of staff, etc. 

• Monitors the implementation of mental health services and supports to assure 
consistency across schools, articulation among schools, and compliance with 
Board policies as well as state and federal laws and regulations. 

• Monitors special education procedures as related to mental health supports and 
interventions to assure compliance with state and federal laws and regulations. 

• Research, monitor and submit grant requests for external funding for mental 
health and wraparound services. 

• Assists with the school crisis plan.  
• Participates in school system and community activities to inform the public of 

school mental health services and to facilitate community partnerships in 
education. 



• Provides Youth and Adult Mental Health First Aid Training or arranges for 
training. 

• Maintains training records for staff. 
 
 

III. Qualifications  
 
 To perform this job successfully, an individual must be able to perform each essential 

duty satisfactorily.  The requirements listed below are representative of the knowledge, 
skill, and/or ability required.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

 
A. Education and/or Experience 

Bachelor’s degree (Master’s preferred) in mental health services such as 
psychology, counseling, social work or related field.   
 
Five years of related work experience is required. 
 

B. Certificates, Licenses, Registrations 
A valid driver’s license is required. 

 
C. Language Skills 

Must be able to communicate orally and in writing effectively to a diverse general 
public. 
 

D. Mathematical Skills 
Must have general math skills with ability to manage a budget. 

 
E. Reasoning Ability 

  Ability to work effectively with others in all situations as well as must exhibit 
independent decision making skills. 

 
F. Computer Skills 

Excellent computer skills in all Microsoft Office software products.  Must be able 
to operate all office machinery. 

 
G. Other Skills and Abilities 

  Knowledge of the school system and the demographics of the County are 
preferred.   
 
 H. Other Qualifications 

 Position requires exceptional confidentiality skills with ability to determine what    
 information is confidential in nature. 
 

IV. Physical Demands 
 The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions.  Reports potentially unsafe conditions; Uses equipment and materials 
properly. 

 



 While performing the duties of this job, the employee is regularly required to talk or hear.  
The employee is frequently required to stand; walk and use hands to finger, handle, or 
feel.  The employee is occasionally required to sit and reach with hands and arms.  The 
employee must occasionally lift and /or move up to 20 pounds.  Specific vision abilities 
required by this job include close vision, distance vision, color vision, peripheral vision, 
depth perception and ability to adjust focus. 
 

V. Work Environment 
 The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions.   

 
 While performing the duties of this job, the employee is occasionally exposed to moving 

mechanical parts.  The noise level in the work environment is usually moderate. 
 
 


