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JOB DESCRIPTION 

 

Position:  Intensive Treatment Services (ITS) Qualified Mental Health Associate (QMHA) 

 

FTE:   1 (40 hours/week) 

Pay Rate Range: $20 - $22/hour 

Bonus:  Hiring Bonus and Retention Bonus 

 

Vision: A community that works collaboratively to ensure that all children and families 

have access to early education, behavioral and mental health services to improve their 

well-being. 

 

Mission: Old Mill Center for Children and Families is a community-based, family-oriented 

center empowering children and families of diverse backgrounds to optimize their 

potential through specially designed education and therapy programs. 

 

Position Summary:  The ITS QMHA is part of the Treatment Team. The QMHA supports 

children by providing one-on-one and group coaching, supervision, encouragement, and 

treatment appropriate support in a milieu setting while under the direction of a QMHP 

and the QMHA Lead. The QMHA assists in educational objectives in the classroom as they 

are available to do so. The QMHA is responsible for creating and maintaining each client’s 

file with the supervision of the Lead QMHA and the QMHP. The QMHA keeps a daily log of 

each client’s progress towards their objectives and completes regular data tracking.  

 

Qualifications:   

The QMHA will possess a Bachelors’ degree in psychology, sociology, early childhood, child 

development or human services, or equivalent experience, and be able to demonstrate 

the following: support each child’s social/emotional growth dependent on their state and 

development stage; the ability to maintain flexibility and respond appropriately to 

changes in the milieu while adhering to treatment objectives; establish clear limits for 
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behavior; ability to form positive relationships with children and adults; ability to work 

cooperatively with the QMHP; ability to accept supervision and work as part of a team.   

 

 

 

  

Preferred Qualifications: The QMHA will have knowledge and/or training in the following 

areas: Collaborative Problem Solving, Trauma Informed Care, the effects of trauma on the 

brain/body, and therapeutic intervention appropriate for young children.  

 

Responsible to Whom: The QMHA is supervised by ITS QMHP with support by the Lead 

QMHA and will accept direction and mentorship from both individuals.  

 

Hours:  

This is 1.0 FTE full-time position. This job requires regular availability during classroom 

hours (9am-3pm).  

 

Job Duties and Responsibilities: 

• Assist in development, preparation, and delivery of treatment activities. 

• Assist in organization and preparation of small group and individual activities on 

therapy days. 

• Work cooperatively and assist the QMHP with addressing treatment objectives. 

• Complete administrative tasks, record keeping, progress notes, data tracking and 

correspondence.  

• Maintain a safe, healthy, and clean environment within the classroom and common 

spaces. 

• Participate in daily pre-briefing and post-briefing meetings of the days’ pertinent 

information. 

• Participate in weekly staff meetings as well as scheduled psychiatric consultations 

and in–service training programs. 

• Meet for supervision with the Lead QMHA or QMHP on a weekly basis for the initial 

30 days, and at least monthly thereafter.  

• Support and facilitate the philosophy of ITS and Old Mill Center.  

• Maintain the confidentiality of all client information.  

• Participate in ongoing program development.  

• Maintain professional relationships with families.  
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• Maintains QMHA certification. The QMHA must submit 40 hours of continuing 

education every two years, which must include 6 hours of Ethics Training. They will 

also keep their certification file updated.  

• Adapt routines and activities across the day to meet the needs of individual 

children.  

• Assist with educational activities as needed after other responsibilities are met.  

• Ability to lift up to 50 lbs. 

• Ability to be on your feet for 3-4 hours during school day. 

• Ability to sit and squat easily at a child’s level, sit on the floor or in child-size chairs, 

get up and down from the floor safely, and be able to participate in “tag” games 

with a child, or quickly follow a child who has run from class. 

• Other duties as assigned.  

 

Professional Standards: 

• Follows established ITS Standards as well as policies and procedures of Old Mill 

Center.  

• Maintains a positive job attitude including positive team behavior (e.g., 

demonstrates willingness to pitch in, a problem-solving attitude, positive 

communication style, leadership & delegation skills, self-care skills, etc.). 

• Reports at regular working hours, is punctual and communicates effectively when 

late or absent. 

• Demonstrates professionalism when representing ITS & Old Mill Center.  

• Grooming as safe and appropriate for varying program environment (e.g., 

anticipated indoor/outdoor activities, comfort and mobility, and interactions with 

families and agency staff).  

• Seeks to enrich self via training, readings, or research in areas for professional 

growth.  

• Maintains a positive work ethic with minimal supervision.  

 

I have received, reviewed, and fully understand the job description for Intensive 

Treatment Services (ITS) Qualified Mental Health Associate. I further understand 

that I am responsible for the satisfactory execution of the essential functions 

described therein. 
 
________________________________________________   _________________________________ 
Employee Signature      Date 



Page 4                                                                                        Last updated: November 2023 

 

 

 


