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Mental Health America

of Northeast Indiana





Position Title:

Professional Guardian
Reports to:

Executive Director
Status:


Non-Exempt, Full-Time 
Work Location:
Northeast Indiana
GENERAL PURPOSE

Mental Health America of Northeast Indiana (MHANI) is seeking a Professional Guardian to represent the organization in carrying out its responsibilities as a court-appointed guardian for incapacitated adults. MHANI serves as guardian of the person for individuals who have been determined by the court to require guardianship and who do not have an appropriate family member, friend, or other individual available to serve in this role.

The Professional Guardian is responsible for managing an assigned caseload and representing MHANI's guardianship responsibilities through advocacy, care coordination, informed decision-making, and oversight of services and supports. The Professional Guardian works collaboratively with the Guardianship team to ensure decisions are consistent with court orders, applicable laws, professional standards, and MHANI's commitment to person-centered, least restrictive guardianship practices.

The Professional Guardian advocates for the rights, dignity, health, safety, and quality of life of individuals served by collaborating with courts, healthcare providers, residential providers, case managers, attorneys, family members, and other community partners. This position requires the ability to navigate complex medical, legal, social service, and public benefit systems while promoting each individual's preferences, independence, and meaningful participation in decisions affecting their life.

The Professional Guardian also supports volunteer advocates who provide additional connection and support to individuals served, helping ensure clients maintain meaningful relationships and opportunities for enhanced quality of life.

This position requires sound judgment and strong ethical decision-making. Knowledge of guardianship practices, aging services, intellectual and developmental disabilities, serious mental illness, dementia, public benefits, healthcare systems, residential services, advocacy, and community resources is highly desirable.

MHANI is an equal opportunity employer. We are committed to fostering a culture of collaboration, respect, integrity, and inclusion where every employee is encouraged to contribute their ideas, grow professionally, and help advance our mission of promoting mental health and protecting vulnerable adults. This position is contingent upon the availability of funding, including revenue from grants, contracts, and program services.

ESSENTIAL DUTIES & RESPONSIBILITIES
Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions.
· Represent MHANI in carrying out the organization’s responsibilities as court-appointed guardian for assigned individuals. 
· Manage an assigned caseload while collaborating with the Guardianship team to ensure decisions are person-centered, legally appropriate, and consistent with MHANI policies and practices.
· Conduct initial and ongoing assessments of individuals’ needs, preferences, strengths, and support systems. Advocate for services and supports that promote safety, dignity, quality of life, and the least restrictive alternatives.
· Collaborate with courts, attorneys, Adult Protective Services, healthcare providers, residential providers, case managers, families, and other community partners to coordinate care and address issues affecting individuals served.
· Visit individuals regularly to assess health, safety, living environments, satisfaction with services, and overall well-being. Monitor provider services and work collaboratively with caregivers to support positive outcomes.
· Participate in guardianship hearings, interdisciplinary team meetings, person-centered planning meetings, and other meetings necessary to advocate for individuals served.
· Coordinate healthcare decisions, residential transitions, public benefits, legal matters, and other complex issues impacting individuals’ rights and quality of life. Consult with the Guardianship team and appropriate professionals when significant decisions arise.
· Coordinate end-of-life responsibilities when an individual served passes away, including communication with providers, funeral homes, courts, and other necessary parties, while ensuring required documentation is completed.
· Maintain accurate and timely case documentation, including case notes, court reports, correspondence, and other records required by MHANI, courts, and oversight entities.
· Maintain communication with family members, friends, volunteers, and other natural supports as appropriate. Support and coordinate volunteer advocates to enhance relationships and quality of life for individuals served.
· Build and maintain collaborative relationships with community organizations and service providers. Provide education and information regarding guardianship services as requested.
· Maintain required certifications and participate in continuing education and professional development activities.
· Attend organizational, departmental, and committee meetings as directed.

Supervisory Responsibilities
This position does not have direct staff supervisory responsibilities.

Work Environment
This position primarily operates in office and community-based environments and routinely uses standard office equipment, including computers, phones, printers, and other technology necessary to complete job responsibilities. The position requires regular travel throughout MHANI’s service area for client visits, court proceedings, meetings, and community appointments.
Physical Demands
The position requires the ability to communicate effectively in person, by telephone, and electronically. The employee must be able to sit, stand, walk, bend, reach, and operate standard office equipment and technology. 
Position Type and Expected Hours of Work
This is a full-time position with a flexible schedule based on the needs of individuals served and organizational responsibilities. While the position is generally performed during regular business hours, occasional evening, weekend, or after-hours work may be required to respond to urgent client needs or time-sensitive matters.

Professional Guardians are expected to remain accessible and responsive regarding assigned individuals; however, staff have flexibility and autonomy in managing their schedules to balance client needs and workload responsibilities. MHANI encourages a healthy work-life balance and supports flexible scheduling practices, including the use of four-day work weeks when appropriate and operationally feasible.

Travel
The position requires regular travel based on assigned caseload responsibilities, including visits with individuals served, court proceedings, meetings, and collaboration with community partners. Travel may occur within and outside MHANI’s primary service area depending on the needs and locations of individuals served. Travel is typically completed during normal business hours and does not require overnight stays.
QUALIFICATION REQUIREMENTS:

· Bachelor’s degree in social work, special education, psychology, human services, gerontology, nursing, rehabilitation services, criminal justice, or a related field required.
· Minimum of two years of experience working with older adults, individuals with disabilities, individuals with mental illness, healthcare systems, long-term care, case management, guardianship, or related human services preferred.
· Commitment to pursuing and obtaining certification through the National Guardianship Association within 2 years of employment.
· Knowledge of person-centered practices, advocacy, community resources, public benefits, healthcare systems, and service coordination preferred.
· Strong written, verbal, and interpersonal communication skills, with the ability to develop and maintain effective relationships with individuals served, families, volunteers, courts, providers, and community partners.
· Demonstrated ability to exercise sound judgment, make informed decisions, resolve problems, and navigate complex situations involving medical, legal, social service, and community systems.
· Strong organizational skills with attention to detail, accuracy, documentation, and the ability to manage multiple priorities.
· Ability to work independently while actively collaborating with the Guardianship team and following organizational policies and procedures.
· Demonstrates professionalism, integrity, confidentiality, and respect for individuals served and community partners.
· Proficiency with Microsoft Office and other commonly used computer applications.
· Eligibility to work in the United States.
· Ability to successfully complete required background checks and screening processes.
· Valid Indiana driver’s license, reliable transportation, and required minimum insurance coverage.
Salary Range: $54,347–$60,240 annually, commensurate with education, experience, and qualifications. Employees who successfully obtain National Certified Guardian (NCG) certification will receive an additional compensation adjustment in recognition of this professional achievement, in accordance with MHANI’s compensation practices.
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