
Washington County Treatment Alternatives and Diversion (TAD) Case 

Manager 
Reports to: Intervention Programs Manager 

Program: Intervention 

Classification:  Full time, exempt 

 

 

JOB SUMMARY: 

The TAD Program Case Manager is responsible for overseeing a caseload of a maximum of 20 clients 

engaged in this diversion program, including meeting the goals of reducing recidivism rates and reducing 

prison and jail populations by diverting non-violent offenders to community-based interventions.  

ESSENTIAL FUNCTIONS: 

 Responsible for performing clinical assessments and utilizing the DSM V and evidence-based 

screening tools to determine substance use diagnoses, as well as appropriateness and eligibility 

for the TAD Program.  

 Coordinate with the Washington County District Attorney’s Office and clients’ defense attorneys 

to ensure referrals are assessed and communication regarding their eligibility for, and engagement 

in the program, occurs in a timely manner. 

 Responsible for providing case management services to all clients actively engaged in the TAD 

Program in a variety of areas including AODA, mental health, education, employment, housing, 

and other identified areas of need.  

 Coordinate with client’s treatment providers to assist clients in developing a recovery plan, which 

should be regularly discussed with clients throughout their involvement in the program. 

 Support clients to reinforce skills learned in treatment such as craving management skills, refusal 

skills, identifying potential relapse risks, etc. and regularly assess the client’s ability to utilize 

these skills in real world situations in order to promote sobriety. 

 Perform urine drug screens and preliminary breath tests for all clients and record results 

accurately and perform fingernail sample tests for bio-marker testing for all clients. 

 Coordinate with the Department of Corrections to ensure proper coordination of care between 

clients’ treatment, probation case plan, and participation in the TAD Program for clients on 

community supervision.  

 Maintain accurate documentation for all clients, including but not limited to: assessment 

information, progress notes, alcohol and drug testing results, collateral contact information, 

progress updates and discharge information. 

 Enter all admission, discharge, and three-month progress update information to the CORE 

database in a timely manner.  

 Participate in ongoing TAD Program Coordinating Council meetings and coordinate with all 

other involved community agencies and organizations.  

 Maintain continuing education requirements for any credentials and attend trainings applicable to 

program work to ensure up to date and evidence based practices are utilized appropriately.  

 

SECONDARY DUTIES and RESPONSIBILITIES 

1. Prepare program activity reports and maintain statistical record keeping for evaluation, fund 

development and marketing purposes. 



2. Assist in identifying public policy initiatives to advance our mission. 

3. Provide back-up administrative duties as needed. 

4. Attend job-specific committee/affiliation meetings. 

5. Participate in agency staff/committee or program meetings and attend all designated agency 

functions as specified by the Executive Director or Board of Directors. 

6. Other duties as assigned. 

 

QUALIFICATIONS: 

1. Bachelor’s Degree in Social Work, Health Education or Criminal Justice preferred. Master’s 

Degree preferred. 

2. Licensed Substance Abuse Counselor in Training (SAC-IT), Substance Abuse Counselor (SAC), 

or Certified Substance Abuse Counselor (CSAC). 

3. Knowledge of laws governing confidentiality. 

4. Experience providing individual and/or family intervention services. 

5. Excellent written and verbal communication skills. 

6. Proficient in Microsoft Office Suite. 
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