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CLIENT SERVICES DIRECTOR
Full-time | 37.5 hours/week | Starting at $31/hour plus benefits

Position Summary

The Client Services Director provides leadership for BGHP's client services programs, ensuring that clients
receive compassionate, responsive, and high-quality support throughout their cancer experience.

This position leads the development, implementation, evaluation, and continuous improvement of BGHP's
client services programs and systems. The Director supervises client services staff and volunteers, develops
relationships with healthcare and community partners, and ensures that BGHP's services remain responsive to
the needs of the people and communities we serve.

The Client Services Director is both a strategic leader and a hands-on member of the client services team,
providing direct client support as needed and maintaining a strong understanding of the experiences, needs, and
barriers faced by BGHP clients.

Key Responsibilities

Client Services Leadership

o Lead and oversee BGHP's client services programs, ensuring services are accessible, responsive,
consistent, and aligned with BGHP's mission and guiding principles.

o Establish and maintain systems, policies, procedures, and standards that support high-quality client care.

e Monitor the quality and effectiveness of client services through client feedback, program data,
documentation review, and other evaluation methods.

o Identify opportunities to improve programs, reduce barriers to care, and respond to emerging client and
community needs.

e Maintain current knowledge of breast and gynecologic cancer, cancer care systems, and local, state, and
national resources.

o Ensure clients receive compassionate support, relevant education, and appropriate resources without
providing medical advice.

e Maintain appropriate documentation of client services and ensure confidentiality and compliance with
HIPAA and other applicable requirements.

Staff Leadership

o Hire, train, supervise, and support client services staff.

e Provide leadership, mentorship, and professional development opportunities for staff and volunteers.

o Establish clear expectations, workflows, and communication systems that support effective collaboration
across the client services team.

o Work collaboratively with the Patient Navigation Director and other BGHP staff to ensure coordinated
and comprehensive support for clients.

o Foster a culture of compassion, accountability, teamwork, continuous improvement, and respect.
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Community Partnerships
o Build and maintain strong relationships with healthcare providers, community organizations, and other
partners to strengthen referral systems and expand access to resources.
e Serve as a primary liaison between BGHP and the local healthcare community.

e Represent BGHP at community events, health fairs, educational programs, and other appropriate
settings.

e Develop and maintain partnerships that advance health equity and improve outcomes for people affected
by breast and gynecologic cancer.

e Serve as an advocate for clients and for improved access to cancer-related resources and support.

Program Development and Evaluation

e Lead the development and implementation of client services goals within BGHP's strategic and
operational plans.

e Develop and manage client services projects and initiatives.

» Evaluate programs for effectiveness, accessibility, client satisfaction, and responsible use of resources.

o Use client and program data, community feedback, and emerging needs to inform program development
and organizational decision-making.

e Develop and maintain staff training plans and educational resources.

e Support grant development and reporting related to client services programs.

Direct Client Support

e Maintain a limited caseload and provide direct client support as appropriate to the needs and capacity of
the department.

o Provide services such as intake, follow-up, resource navigation, support group facilitation, and
accompaniment to medical visits when appropriate.

e Support clients experiencing social or financial barriers to care by connecting them with appropriate
resources within BGHP's scope.

e Encourage and support opportunities for clients to become “wounded healers” who expand the circle of
support for others walking the same path.

Communications and Outreach
o Provide accurate and relevant client services content for newsletters, social media, the website, and other
communications.
e Develop and support educational programs, provider presentations, community events, and other
outreach activities.
e C(Collaborate with BGHP staff to communicate the impact and value of client services to clients,
volunteers, donors, healthcare partners, and the broader community.

Other Responsibilities
o Attend relevant healthcare and community meetings, including PSJH Tumor Board meetings.
» Participate in staff meetings and other organizational activities.
e Support a safe, welcoming, and healing environment for clients, staff, and volunteers.
e Collaborate across the organization to provide a positive client, employee, volunteer, donor, and
supporter experience.
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Qualifications

Personal, professional, or direct experience with cancer required.

Minimum three years of supervisory experience.

Experience leading programs, projects, or services in a healthcare, nonprofit, social services, or related
setting.

Strong knowledge of healthcare and community resources, particularly those relevant to cancer patients
and families.

Strong organizational, project management, and leadership skills.

Ability to develop systems, establish priorities, manage multiple projects, and follow through on goals.
Excellent written and verbal communication skills.

Strong interpersonal and relationship-building skills.

Ability to facilitate effective meetings and work collaboratively across teams and organizations.
Self-directed, adaptable, culturally responsive, and solutions-oriented.

Proficiency with Salesforce or other CRM tools

Public speaking and community presentation skills.

Flexibility to participate in occasional evening and weekend events.

Bilingual/bicultural Spanish skills

Medical professional or medical case management background (RN, MD, NP, PA, MSW) and
bachelor's degree preferred.

To apply for this position, please email your resume and cover letter to rosegz@hcbhp.org



