
 

 

 
 

 
JOB DESCRIPTION 

 
Community Family Services of Ontario offers linguistically sensitive and culturally responsive counselling, 
psychotherapy, family therapy, newcomer support, disabilities and special needs services to enhance the 
functioning and the quality of life of individuals and families of East Asian descent in Ontario. 
 
Position: Intake Counsellor     Supervised by:  Clinical Services Manager 
Role Type: Contract Full-Time till 2026.03.31, to start asap Apply by email: recruit@cfso.care 
 

Major Responsibilities 
 
Counselling Intake Duties 
● Complete telephone and walk-in client intake interview and respond to enquiries, to determine the nature 

and course of the service, and t triage clients for quick access therapy vs ongoing counselling. 
● Promote and conduct 1-on-1 needs assessment, risk screening, information, orientation, referrals, crisis 

intervention in sync with funder, agency, and accreditation requirements. 
● Provide psychoeducation in group settings as required. 
● Document client interactions, screening results, referrals, education & safety plan per law and policy. 
 
Case Management Duties 
● Participate actively in external community partnership development, networks and project development 
● Develop, implement & document service plans for families affected by disabilities and/or special needs. 
● Conduct external referrals by matching client needs with available community resources as appropriate. 
 
General Duties 
● Maintain strict timeliness and confidentiality per privacy and confidentiality policy and legislation. 
● Support agency’s public education efforts by designing, implementing & participating in marketing. 
● Work as a team player to jointly deliver on departmental goals under the supervision of the Settlement 

Program Manager, Community Service Supervisor, and Clinical Services Manager, and the leadership of the 
Executive Director, in line with the overarching goals of the agency, programs, projects, and funders. 

● Other duty/assignment as reasonably assigned by the Executive Director and/or their delegates. 
 
Qualifications 
● Graduate of a 3-year Degree or College Diploma in a relevant field + 1 year of social service experience 
● Knowledge and experience in needs and laws of mental health, newcomer support, and disability rehab. 
● Excellent communication, interpersonal, and time management skills; calm and non-judgmental 
● Ability to work independently and in a team, flexibility to work days, evenings & occasional weekends. 
● Verbal & Written Fluency in English + Cantonese/Mandarin languages & cultures; Vietnamese an asset. 
● Proficiency in MS Office and Google Suite software programs and usage of Internet 
● Clearance from a Vulnerable Sector Police Screening 

 
Community Family Services of Ontario is an inclusive employer. Accommodation is available per Ontario Human Rights Code. 
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