
 

 
Job Posting 

Date: 1/14/2021 

Title: Psychiatric Mental Health Nurse Practitioner 

FLSA: Full Time - Exempt 

Location: Niles/Cassopolis 
 

Cassopolis Family Clinic Network (CFCN) is seeking a Psychiatric Mental Health Nurse Practitioner to 

add to the medical team. The Nurse Practitioner provides psychiatric and behavioral healthcare to patients 

following standards of practice. Works collaboratively with Psychiatrist and primary care providers, and 

actively participates as a member of the behavioral health team.   

 

Principle Duties and Responsibilities: 

 
 Promotes the mission and philosophy of providing quality health care and related services to the 

medically underserved. Upholds and ensures compliance with all corporate policies and 
procedures, as well as the mission and values of the organization. 
 

 Ensures all actions, job performance, personal conduct and communications represent the 
organization in a highly professional manner at all times. 

 
 Maintains the standards of psychiatric medical care. 

 
 Uses the health center’s electronic health record to effectively document patient care activities.  

Fully and accurately completes patient records in a timely manner so patients receive a summary 
of their visit upon discharge, to satisfy program clinical requirements, and to facilitate billing.  
Captures all charges, records diagnoses and provides adequate instructions for receptionists to 
know when to have patients return. 

 
 Provides a psychiatric assessment of the patient’s health status, including a behavioral health 

history. Orders/performs appropriate lab and other diagnostic tests and interprets results within 
scope of practice or in collaboration with Psychiatrist. Diagnoses illnesses, conditions and trauma 
within scope of practice.  Provides and monitors treatment based on accepted medical standards 
and protocols. Consults with Psychiatrist and primary care providers and requests referrals when 
appropriate. 
 

 Prescribes medications in accordance to pre-established delegated prescriptive authority, and 
documents all pertinent information. 

 
 Assesses the patient’s, and when appropriate, the family’s psychosocial, emotional, physiological 

and environmental needs and priorities. 
 

 Provides counseling, anticipatory guidance, education and support to patients and families. 
 

 Provides continuity of care of patients through the care coordination, follow-up and 
communications with referring professionals/agencies. 

 
 



 

 Intervenes in crisis situations, taking action within the Psychiatric Nurse Practitioner’s scope of 
practice. 
 

 Offers training and educational materials to individuals, families or groups in health prevention, 
promotion and maintenance. 

 
 Reviews no show charts and determines appropriate follow up. 

 
 Reviews lab and other test results in a timely manner and contacts patients when applicable.  

Arranges for coverage with behavioral healthcare team while away from the health center for an 
extended period of time. 

 
 Provides patient education, interventions for self-management/goal setting, healthy behaviors and 

counseling. 
 

 Responds in a timely manner to messages, including the EHR inbox. 
 

 Channels patient complaints to the Associate Medical Director Psychiatry/Behavioral Health, the 
Chief Medical Officer, the Patient Care Manager or the Quality Manager. 

 
 Maintains a commitment to achievement of quality health care services by maintaining patient 

rights, safety, privacy, confidentiality and the customer relations philosophy. 
 

 Participates on the Quality Assurance Committee. Attends staff and other meetings as requested. 
 

 Assists in marketing and participates in professional activities that promote the Health Center. 
 

 Maintains appropriate continuing education credits as required by licensure and certification. 
 

 Is familiar with governmental rules and regulations that pertain to billing and coding for clinical 
services, as well as OSHA, CLIA, Universal Precautions, etc. Complies with all safety rules and 
precautions. 

 
 Performs other duties as assigned. 

 
Knowledge, Skills and Abilities Required: 
 

Education: 

 Must be Master’s/Doctorate prepared and possess unrestricted Registered Nurse license with a 

Nurse Practitioner license to practice as a Psychiatric Nurse Practitioner in the State of Michigan. 

 

Experience: 

 Prior experience working in an outpatient primary care clinic is preferred; documented training for 

new Nurse Practitioner graduates is satisfactory. 

 

Interpersonal: 

 Ability to react calmly and effectively in emergency situations.   

 Ability to interpret, adapt and apply guidelines and procedures.   

 Ability to communicate clearly. 

 Must possess excellent interpersonal skills. 

 

Skill Level: 

 Skill in applying the principles, methods and techniques of Psychiatric Nurse Practitioners to 

provide ongoing patient care.  



 

 Able to organize, prioritize and manage time (hours may vary).  

 Skill in taking medical history to assess medical condition and interpret findings.   

 Skill in preparing and maintaining records, and responding to correspondence.   

 Skill in developing and maintaining department quality improvement.   

 Skill in establishing and maintaining effective working relationships with patients, staff and the 

general public.   

 

Knowledge: 

 Knowledge of Psychiatric Nurse Practitioner theory, practice and medical care to provide and 

evaluate patient care.   

 Knowledge of organizational policies, regulations and procedures to administer patient care.   

 Knowledge of common safety hazards and precautions to establish a safe work environment.   

 

Certificate/License: 

 BLS certification 

 Registered Nurse License with a Psychiatric Nurse Practitioner License 

 Board Certification 

 Federal DEA License 

 

Reporting Relationships: 

Reports to the Medical Director for Psychiatry and Behavioral Health. 

 

CFCN Benefits 

CFCN offers an attractive compensation and benefits package including paid time off, paid holidays, 

medical/dental/RX and vision insurance, short and long term disability, life and accidental death and 

dismemberment coverage, a 401k retirement plan, 4 day work week, malpractice coverage, and student 

loan repayment through the National Health Service Corps or the Michigan State Loan Repayment 

Program. 

 

How to Apply: 

For consideration, please send your resume to Mary Middleton 261 M-62 Cassopolis, MI  49031 or email 

to mmiddleton@cassfamilyclinic.org. 
 


