
 
 

Job Description 

 
Job Title:  PIER Program Assistant 

Position Supervisor: PIER Program Director 

Pay Grade:  Full-time, hourly (non-exempt), includes benefits 

 

Job Summary:  Provides general clerical and general office support for the PIER Team.  

Manages communications, correspondence, incoming requests for information, and scheduling of 

appointments/services for program participants.  Responsible for accurate and efficient use of 

systems involved in consumer authorization and payment for services for the PIER program. 

 

Essential Functions: 

1. Distributes mail, faxes and other correspondence to staff and clients. 

2. Answers and directs phone calls, taking messages as needed. 

3. Completes weekly/monthly program rosters of program participants.  Assigns new client 

numbers and sets up files.  Enters participant data for program outcomes as directed.  

4. Assists with CDS (NBHS) and Medicaid registrations and discharges of consumers as 

needed. 

5. Is present for scheduled work shifts; meets attendance expectations set by supervisor.  

No more than 8 unplanned absences per year. 

6. Provides clerical support for all team members including special projects as assigned. 

7. Administers admission/discharge/wait list information through Credible 

8. Files documents/charts/information daily, weekly, monthly as required. 

9. Assists with staff correspondence, written and electronic. 

10. Completes transcription 

11. Ensures adequate amount of toner, paper, or other office supplies for all facility staff. 

 

Other Job Functions/expectations: 

1. Facilitates consumer cardex at daily staff meeting. 

2. Provides crisis intervention as needed. 

3. Sets up for meetings. 

4. Manages office supplies, coordinates with maintenance staff as needed 

5. Demonstrates understanding and application of confidentiality laws and guidelines. 

6. Other projects, duties and responsibilities as assigned. 

7. Participate in assigned committee(s); regularly attend committee meetings 

 

Required Skills/Physical abilities: 

1. Effective listening.   

2. Good written and verbal communication. 

3. Promptness and flexibility 

4. Understanding of all Microsoft Office programs in addition to special software as required 

or requested. 

5. Must type at least 60 wpm with accuracy. 

6. Ability to follow written and verbal instructions. 

7. Demonstrates independent work and organizational skills. 



 
 
Educational/Experience Requirements: 

1. High school diploma; degree in business or related field preferred 

2. Three years of general office, secretarial or administrative assistance experience. 

3. Experience with dictation, transcription and general medical files and information. 

 

Licensing or other requirements: 

1. Must be at least 21 years of age. 

2. Must have a valid driver’s license and clean DMV record. 

 

Demonstrated Competencies: 

1. Adaptability: Adapts to change, open to new ideas and responsibilities 

2. Communications:  Communicates well (written and verbal), delivers presentations, has 

good listening skills 

3. Dependability: Meets deadlines, works independently, accountable, maintains focus, 

punctual, good attendance record 

4. Ethics: Honest, accountable, maintains confidentiality 

5. Sense of Urgency: Meets deadlines, establishes appropriate priority, gets the job done in 

a timely manner 

6. Interpersonal Skills: Builds strong relationships, is flexible/adaptable, works well with 

others, solicits feedback 

7. Teamwork: Accountable to team, works to meet established deliverables, appreciates 

view of team members, respectful 

 
* CenterPointe reserves the right to modify, interpret, or apply this job description in any way the agency desires.  
This job description in no way implies that these are the only duties, including essential duties, to be performed 
by the employee occupying this position.  This job description is NOT an employment contract, implied or 
otherwise.  The employment relationship remains “AT-WILL.”  The aforementioned job requirements are subject 
to change to reasonably accommodate qualified disabled individuals* 

 


