
REGIONAL CENTER OF THE EAST BAY 
JOB DESCRIPTION 

 
POSITION TITLE:       Manager, Intake, Assessment, and Outreach 
 
SALARY RANGE:         $3,276.78 - $4,391.19 Bi-weekly 
                                          $85,196.28 - $114,170.94 Annual 
 
REPORTS TO:       Director, Health & Behavioral Services 
 
LOCATION:        San Leandro, CA 
 
DUTIES: 
 
The Manager of Intake and Assessment is responsible for performing administrative and supervisory functions 
to assure timely intake and assessment. They are responsible for assuring that our processes are welcoming and   
supportive of individuals and families in our diverse community. 
 
1. Interview, select, assign, and schedule staff. 
 
2. Provide orientation training to new staff and ongoing training to all department staff on the intake and 

assessment. 
 
3. Lead, support and direct staff to achieve agency performance measures. 
 
4. Represent RCEB by providing general information and education in the community regarding regional 

center services. 
 
5. Plan and coordinate outreach activities. Maintain positive relationships with referring entities in the 

community.  
 

6. Develop and implement systems which allow RCEB to determine eligibility for all individuals within 
legally required timelines.  

 
7. Identify trends in RCEB intake.  Maintain data on the nature and number of requests for services each 

month. Proactively plan for changes in these trends. 
 
8. Collaborate with other managers and departments to insure clinicians’ availability across the agency for 

medical consultation and consent functions. 
 
9. Maintain a system to receive feedback from individuals, families and the community on their experience in 

the assessment processes. Evaluate and make recommendations on improvements. 
 

10. Attend and participate in all required meetings. 
 

11. Respond to all court referrals for determinations of competency for newly referred individuals and 
coordinate with other departments on competency determinations for current consumers. 
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DUTIES (continued): 
 

12. Hear all eligibility appeals at the informal level and represent Regional Center of the East Bay at State 
Level hearings.  

 
13. Other related duties as assigned. 
 
Experience and Abilities: 
 
1. Demonstrate consistent professionalism and possess initiative and self-motivation to set, achieve and take 

responsibility for getting the job done. 
 
2. Ability to work collaboratively with other professionals. 
 
3. The applicant must have excellent leadership and supervisory skills and have demonstrated by past 

accomplishments that they have the ability to gain the respect, trust and confidence of their staff. 
 
4. Have demonstrated clear and logical thinking in reviewing and presenting information.  Must be able to 

articulate in public the goals, purposes, and values of Regional Center of the East Bay. 
 
Minimum Qualifications: 
 
1. Masters’ degree in a clinical field such as psychology, social work, public health, nursing, or Bachelor’s 

degree and California license in one of the above fields. 
 
2. At least 3 years supervisory experience preferred. 
 
3. Prior work history in the field of Developmental Disabilities. 
 
4. Ability to communicate clearly and concisely in both verbal and written form.  

 
5. Computer skills required.  
 
6. Excellent organizational skills required, including ability to plan a course of action and follow through in a 

timely manner.                                                                               
 
7. Familiarity with methods of assessment.  
 
8. Automobile and valid driver’s license. 

 
9. Bilingual preferred. 
 

10.  Demonstrate cultural awareness and sensitivity and an ability to work effectively with culturally diverse       
populations. 
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