
 
 

Employee:       Date of Hire:      

Positions Supervised:  None    Supervisor: Behavioral Health Manager and 

Lead Behavioral Health Navigator   

Status: Full time 

Classification: Non-exempt    Last Revised:    10/12/2021   

 

Position Summary: Under the direction of the Behavioral Health Manager/Lead Behavioral Health 
Navigator, the Behavioral Health Navigator (BHN) is responsible for assisting patients and their families to 
engage in behavioral health services, including navigating and accessing community services. The 
primary function of the BHN role is to link FCHC patients to behavioral health services in a seamless, 
professional, and efficient manner. 
 
Primary Duties:  

 Responsible for establishing trusting relationships with patients and their families while providing 
general support and encouragement.  

 Complete patient appointment reminder calls.  

 Take patient phone calls and manage provider schedules. 

 Maintain department specific reports/documentation.  Score and proctor some psychological 
assessments.. 

 Screen patients in an effort to assist clinical staff in identifying barriers to care and provide 
patients with appropriate outside community resources when needed.  

 Work closely with health center providers and other personnel to ensure patient receives 
comprehensive and coordinated behavioral health care services.  

 Arrange patient transportation services when needed. Track and document patient no show 
appointments and client engagement per behavioral health policy.  

 Prepare examination rooms for patients, as well as keep examination rooms clean. 

 Guide patient to examination room and interview patient to obtain an appropriate history, current 

medical information, chief complaint, reconcile current medications, get vitals, etc. 

 Administer injected medication to patients at the request of physician or psychiatric nurse 

practitioner 

 Document all patient encounter information accurately and concisely using appropriate medical 

terminology within the electronic health record (EHR).   

 Complete referrals and track lab and diagnostic orders relating to behavioral health services. 

 Maintain confidentiality of all patient information and adhere to policies/safety practices as 

established by FCHC.  

 Perform other duties as assigned. 

Competencies/Skills: 

 Demonstrates knowledge of community resources available to patients based on needs and/or 
barriers identified through working with patients..  

 Demonstrates understanding of diverse patient population and importance of quality customer 

service.  

 Demonstrates ability to communicate effectively in both written and verbal form. 

Behavioral Health Navigator 

Position Description 



 Develops and maintains skill level on appropriate computer systems including NextGen, 

SharePoint, Outlook and Microsoft Office Suite, specifically Word and Excel. 

 Ability to manage time effectively. 

 Demonstrates the ability to work independently and as part of a team.   

 Applies professionalism to all interactions with patients, employees, providers, contractors and 

vendors.   

 Demonstrates dependability through good attendance and punctuality.  

 Willingness to learn, embrace change, and maintain a positive attitude.   

Experience, education/training and licensure:  

 

 High school diploma or G.E.D. equivalent.  

 Certified/Registered Medical Assistant at minimum. 

 1 year experience working in an ambulatory primary care setting or behavioral health practice 

 Current Basic Life Support certification.                              

 Experience working with underserved, vulnerable, and diverse populations.  
 
PHYSICAL REQUIREMENTS & ENVIRONMENTAL CONDITIONS: 
 
Must be able to push, pull and assist in lifting up to 25 lbs. May be exposed to loud noises. Must be able 
to stand and sit for extended periods, stoop, bend, reach, show manual dexterity, and clearly 
communicate with office personnel and external customers. May be exposed to blood and bodily fluids. 

 
 

              
  Employee       Date 
 
              
  Supervisor       Date 
 
              
       Chief Executive Officer                  Date 
 
 
 
 
This job description is intended to indicate the basic nature of the position(s) allocated to this class and 
examples of typical duties that may be assigned. It does not imply that all position within this class will 
perform all of the duties listed, nor does it attempt to list all possible duties that may be assigned.  
 
This job description does not constitute an employment agreement between the employer and employee 
and is subject to revision by the employer as the needs of the employer change and/or requirements of 
the job-related duties expand or are updated.  
 

 


