
 
Job Title:    Program Assistant 
Department:    Behavioral Health  
Program/s:    Zero Suicide 
Reports To:    Program Manager, Zero Suicide Program 
Employment Category:   Full-Time, Regular 
Current Grant Cycle:    Ends on September 30, 2023 
Starting Pay Rate:  $16.00 per hour  
FLSA Status:      Non-Exempt 
Location:   4880 Lawndale, Detroit, MI 48210  
 
Seeking a qualified Program Assistant, for the 'Zero Suicide' intervention and prevention program, 
to work directly with the project team to assist with activities such as data entry, screening for risk of 
suicide and mental health, partnership building, outreach and awareness activities, and coordinating 
and delivering trainings.  
 
This full time, direct hire opportunity includes a comprehensive BENEFIT PROGRAM: 

• Paid holidays (15 per calendar year), bereavement and jury duty leave. 
• Paid Combined Vacation, Sick, and Personal Leave  
• Health, Dental, & Vision Coverage* ( No employee cost for single coverage with HMO plan 

) 
• 403(b) Match Program 

The position provides assistance for the Zero Suicide Prevention Project and all related program 
activities. In collaboration with Local, County, State, Regional, and National Suicide Prevention 
authorities, crisis centers, and Mental Health and Social Service organizations, the project promotes 
and utilizes evidence-based practice (EBP) interventions and treatment strategies as well as 
culturally-infused Practice-Based Evidence to expand the safety net of suicide prevention and 
intervention for adults in Southeastern Michigan. 
 
Essential Duties and Responsibilities: 
 

• Assists with uploading and managing data and files appropriately (physically and 
electronically). Maintains confidential records, follows both HIPAA and HSIRB protocols 
and requirements. 

• Screens adult community members in the Southeastern Michigan area for suicide risk and 
contributing risk factors for suicide (depression, anxiety, SUD, PTSD, etc.). 

• In collaboration with behavioral health clinicians, assesses level of suicide risk and provides 
brief interventions (safety planning) and rapid referral to appropriate level of mental health 
services. 

• Identifies appropriate programs and services, and provides referrals for at-risk adults (and 
families) to short and long-term behavioral health services to address crisis issues, and non-
mental health supports (e.g., advocacy, social services/supports, and resources).  



 
• Works directly with the project Evaluation Team to develop, analyze, and present outcomes 

of the Zero Suicide program.  
• Assists in planning, preparing, promoting, and staffing community events and program 

related events (on and off-site) such as screenings, training and education opportunities, 
conferences, health fairs and workshops, education and wellness conferences, and cultural 
events. 

• Assists with presentations and collaboration with the Zero Suicide Implementation Team as 
needed.  

• Directly collaborates with all agency departments, services and projects to provide program 
services, activities, supporting integrative care principles, and traditional healing and culture.  

• Assists with promoting and implementing the Zero Suicide approach to suicide prevention 
and safer suicide care at AIHFS during staff trainings and events, and assist with 
coordinating the Zero Suicide Implementation Team.  

• Educates the target community on various outreach programs and agency programs for health 
and well-being. Distributes educational materials in the community and informs clients of 
upcoming events or programs.  

• Assists in recruiting and training qualified volunteers to aid with project activities. 

 
Other Duties and Responsibilities:  
 

• Educates the target community on medical, behavioral health and health education outreach 
programs and the importance of utilizing the agency programs for health and well-being. 

• Attends trainings, workshops, and conferences (in person and online), reviews secondary 
sources/public health information, and reviews and compiles material on local, state, 
national, and international resources and organizations, and utilizes information and data to 
remain up to date on the field of suicidology and prevention. 

• Assists program manager with any other current or upcoming tasks and projects that may 
require additional support for completion including the purchasing of supplies, careful 
selection of promotional and educational materials, conducting and preparing surveys, etc.  

 
Education/Experience:  
  
       Required:  

• Minimum of Associates Degree required. Equivalent coursework and experience will be 
considered. 

• Minimum of one year experience as project/program assistant or administrative assistant.  
• Minimum of one-year experience in behavioral health/social services.  
• Must have working knowledge of Microsoft Office package.  
• Must be able to demonstrate requirements during the interview process.  

  



 
       Preferred:  

• One year of demonstrated experience in suicide prevention and outreach with individuals at 
risk for mental illnesses or disorders.  

 
Additional Qualifications:  
 

• Must be self-directed. 
• Must be able to maintain confidentiality, handle crises, and tolerate stress professionally. 
• Ability to maintain a flexible work schedule, including evenings, weekends and overnight or 

extended travel as necessary. 
• Ability to promote an alcohol, tobacco and drug-free lifestyle.  
• Ability to apply proficient understanding to carry out instructions furnished in written, oral or 

diagram form. 
• Ability to read and comprehend simple instructions, short correspondence and memos. 
• Experience with Data Collection.  
• Must complete the following Trainings: Mental Health First Aid, Applied Suicide 

Intervention Skills Training or safeTALK suicide awareness training, Counseling on Access 
to Lethal Means Training and Means Restriction Training.  

 
Other Requirements:  Familiarity and/or experience working with the Native American community 
preferred; must be able to respect and receive knowledge of traditional, cultural and spiritual 
practices of a diverse Native American community, as well as an ability to work with other racially, 
culturally and ethnically diverse populations.   
 
Work Environment/Physical Demands: The characteristics and demands described here are 
representative of those that must be met by an employee to successfully perform the essential 
functions of this job. While performing the duties of this job, the employee is frequently required to 
stand; walk; sit and use hands to finger, handle, or feel. The employee is often required to stoop, 
kneel, crouch or crawl. The employee must regularly lift and/or move up to 20 pounds.  The 
employee is occasionally exposed to outside weather conditions. The noise level in the work 
environment is usually moderate. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 
  
NATIVE AMERICAN/AMERICAN INDIAN PREFERENCE IN HIRING WILL BE 
APPLIED AS DEFINED IN THE INDIAN PREFERENCE ACT (TITLE 25, U.S. CODE 
SECTIONS 472 AND 473). 
 
Job Title: Program Assistant 
Department: Behavioral Health  
Program/s: Zero Suicide 
Reports To: Program Manager, Zero Suicide Program 



 
Employment Category:  Full-Time, Regular 
FLSA Status:  Exempt  or   Non-Exempt 
 
 
 


