
 
 

Job Description 
 

Job Title:  Mental Health Training Coordinator 
Responsible to:  Suicide Prevention and Outreach Program Director 
Responsibilities: The Mental Health Training Coordinator is responsible for coordinating mental health outreach 

and trainings that support suicide prevention and mental health awareness.   
 
Provide mental health outreach and coordination of trainings  

1. Participate in outreach plan to promote suicide prevention and mental health trainings. 
2. Coordinate with business, schools and other organizations to ensure participant registrations, communication, 

trainee designation and post-data collection as necessary. 
3. Provide recommendations for new or updated trainings as needed. 
4. Be part of the team to serve as an agency liaison to the community regarding suicide and mental health topics. 
5. Be knowledgeable and current about trends in suicide prevention and mental health supports 
6. Assist with the promotion and marketing of suicide prevention services and materials.  

 
Provide suicide prevention and mental health education 

1. Become a certified trainer potentially but not limited to ASIST, MHFA, QPR, AID and others. 
2. Works collaboratively with the Helpline Center training team to provide professional and efficient trainings. 
3. Provide suicide prevention and mental health trainings to support agency mission and strategic plan. 
4. Submit required reports, communications, and documents as necessary and in designated software. 
5. Communicate potential trainings and completed trainings with the SD Department of Social Services for 

reimbursement when possible. 
 
Promote current and practical mental health information through the monthly newsletter 

1. Be aware of suicide prevention and mental health trends or attitudes specific to South Dakota 
2. Oversee the writing and editing of the monthly Mental Health Minute in a timely manner 
3. Work with marketing team to promote increased circulation of the letter 

 
Support Helpline Center programming and promotion  

1. Serve as a community resource to increase awareness of Helpline Center programs in Black Hills communities. 
2. Professionally represent Helpline Center at community meetings, trainings, and other opportunities.   
3. Provide Helpline Center University trainings to organizations and businesses as requested. 
4. Complete ongoing training assignments as required. 
5. Attend scheduled staff meetings. 

 
Professionalism 

1. Support and carry out the mission of the agency. 
2. Follow agency policies, including personnel and programmatic. 
3. Participate in the agency and demonstrate team participation and a work place philosophy that enriches staff’s 

ability to reach goals and provide a high level of customer service. 
4. Ability to relate to and effectively communicate with people from all economic, racial, age, ethnic, and social 

groups 
5. Strong desire to provide non-judgmental assistance to people in need 
6. Flexibility and ability to manage multiple projects 
7. Ability to work independently towards Helpline Center goals and objectives 

 
Additional Duties 

1. At times, staff will be required to perform additional duties beyond those specified. 



 
Qualifications:  Master’s degree preferred, Bachelor’s degree required. Preferred areas of study: Counseling, 
Psychology, Social Work or Public Health. 
Demonstrated skills in training, written and verbal communication, along with excellent 
interpersonal skills.   
Experience with public speaking, presenting, and media interviews.   
Working knowledge of computers and software programs.   
Offers of employment are contingent upon acceptable background check. 
 
Hours:  Exempt FT, 8 a.m. to 5 p.m. Monday – Friday.  Will include occasional evenings and weekends. 
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