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SUBSTANCE ABUSE PROGRAM MANAGER I

This is administrative work in directing a major program in the Substance Abuse Services Section of the
Division of Mental Health/Mental Retardation/Substance Abuse Services. Employees plan, direct,
implement and supervise a statewide program to deal with the delivery of substance abuse services in
state and local treatment facilities and may negotiate contracts with service providers in that effort.
Employees respond to legislative mandates and new initiatives; promote the identification of special
target groups; determine priorities, and develop strategies to respond to the needs of such groups.
Employees establish long and short-term goals and objectives, and provide technical assistance and
direction to area mental health staff and regional substance abuse staff in areas of program design,
development, and other programmatic issues to meet statewide program goals and objectives.
Employees serve as liaison to other state agencies, special interest groups and national organization
and may provide consultation and technical assistance to various advisory councils, special committees
and task forces. Employees promote program awareness through workshops, conferences, speaking
engagements, and the media. Employees usually develop and manage a program budget and may be
responsible for administering grants. Employees report to the Assistant Deputy Director for Substance
Abuse Services.

I. DIFFICULTY OF WORK:

Variety and Scope - The work consists of varying tasks and assignments which are diverse and are
consistent with the Substance Abuse Section goals and objectives. Work assignments are based on
requirements for managing a major substance abuse program including developing program goals,
objectives, and priorities; providing program expertise and leadership to agencies involved in the
delivery of substance abuse services and to legislative committees and special interest groups;
monitoring the delivery of program services; administering grants and/or program budget; and
promoting program awareness to government officials, community leaders in business and industry,
and the public.

Intricacy - Employees integrate data from multiple sources in determining courses of action or
recommending solutions to problems. Considerable judgment is required in the analysis of data
necessary to develop strategies to respond to identified needs of larger population; to identify
deficiencies that could negatively impact on the delivery of services; to develop a program budget and
administer grants and to negotiate contractual arrangements for service delivery.

Subject Matter Complexity - Employees must understand and apply various administrative processes
which support the assigned substance abuse program. Employees oversee the delivery of services
based on same integration with other substance abuse services, which requires significant program
understanding of mental health division standards or applicable rules and regulations.

Guidelines - In most ease, general guidelines are available to lead and direct employees in
administering substance abuse programs, but much of the work is conducted without specific
precedents or source materials.

II. RESPONSIBILITY:

Nature of Instructions - Employees receive general guidance from supervisor regarding priorities and
objectives but daily work processes and tasks depend upon employees' discretion.
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Nature of Review - Work is subject to periodic administrative review, and employees receive minimal
review while carrying out work assignments.

Scope of Decisions - Results of the work indirectly affect the recipients of the services provided and
impact on the services in a quantitative and qualitative sense.

Consequence of Decisions - Program decisions may result in loss or curtailment of services. While
there would be minimal immediate impact on client groups, employees' decisions are both long-term
and short-term regarding client services.

III. INTERPERSONAL COMMUNICATIONS:

Scope of Contacts - Employees establish and maintain contact with service providers in area mental
health agencies, regional mental health offices, state institutions, and contract agencies; establish
liaison with individuals assigned to other substance abuse programs; work with federal officials,
advisory councils, advocacy groups, state and local government officials and internal agency sections.

Nature and Purpose - Relationships with others result in policy determination, contracts for services,
program expansion, and integration with other programs.

IV. OTHER WORK DEMANDS:

Work Conditions - Work is generally performed within a typical office setting.

Hazard - Work frequently requires travel, exposing employees to normal driving hazards.

V. RECRUITMENT STANDARDS:

Knowledges, Skills, and Abilities - Considerable knowledge of the principles and practices associated
with substance abuse program administration; general knowledge of public and private substance
abuse facilities resources, and personnel; general knowledge of governmental budgeting practices;
ability to interpret and understand information concerning substance abuse treatment programs; ability
to analyze data in order to evaluate program effectiveness and to develop program services; ability to
communicate effectively orally and in writing.

Minimum Training and Experience Requirements - Master's degree in a human services area and two
years in the substance abuse field, including one year of clinical experience; or graduation from a
four-year college or university with a degree in a human services area and three years of experience in
the substance abuse field, including one year of clinical experience; or graduation from a four-year
college or university and four years of experience in the substance abuse field, including one year of
clinical experience; or an equivalent combination of training and experience.


