Equality-Pathways to Potential

Position Description

Program Coordinator

I. Provide high quality services to eQuality constituents.

a. Acts as designated coordinator for assigned associates, complying with all licensing requirements inherent in this designation.

i. Demonstrates an associate-focused attitude and work-style.

ii. Achieves associate growth and development through individualized program plans.

iii. Evaluates program effectiveness, making adjustments when necessary.

iv. Develops positive relationships with County Case Managers, program associates and their families and caregivers.
v. Advocates on behalf of associates as needed.

vi. Maintains accurate, up-to-date records according to individually-developed program plans.

II. Provide effective supervision to assigned staff
a.  
Provide supervision, hire, train, coach and mentor assigned staff.  Will look to develop the skills and abilities of staff on work team.
b.
Convene team meetings on at least a monthly basis for the purpose of sharing expertise, reviewing progress on team outcomes, and providing support to one another.  

c.
Work creatively to motivate and recognize the members of your work team.  
d. 
Evaluate the performance of each supervisee on a quarterly basis.

III.
Provide support to the group of jobsites within eQuality.

a. 
Look for patterns and systems that could improve overall quality of service at the sites. 
b.
Provide vision for group of sites, JC’s, etc.
c.
Develop strong relationships and open communication lines with jobsite management at applicable sites.  There should be at least two appropriate individuals per site with whom to have a strong relationship and frequent communication.   Communication should include jobsite satisfaction.
d.
Fill in for the job coaches on team when they have planned or unplanned time off.  Work as a group to schedule planned time off that coincides as little as possible.  If more than one staff is off on the same day, a sub or another coordinator must be scheduled.  
e.
Respond to issues within designated group of sites.  Communicate effectively with other staff and providers about these issues as necessary.

f.
Will coordinate all DOL time studies for designated sites, on a semi-annual basis, and between 30 and 45 days for new associates.   Will assemble a prevailing wage study on an annual basis.

     IV.
 Works effectively as part of the eQuality team

a. Demonstrates leadership within eQuality
b. Contributes to work environment consistent with eQuality values

c. Demonstrates the ability to motivate others.

d. Establishes and maintains successful teams, of both staff and associates.

e. Takes initiative to solve problems effectively

V. Develops resources to strengthen eQuality as an organization

a. Acts as a good ambassador for eQuality in relations with community partners.

b. Addresses business partners’ concerns promptly and effectively.

c. Maximizes the use of resources, minimizes waste or duplicative efforts.

VI. Other responsibilities as required or assigned

a.
Along with leadership team, will develop list of short, medium, and long term projects to be completed within a designated period of time.  Will provide regular reports to ED, Directors,  and other coordinators about progress on these projects.  

VII. Position Requirements

a. Knowledge of current issues affecting work with developmentally disabled adults.

b. Ability to communicate and work effectively with diverse population.

c. Knowledge of Department of Labor and County Licensing regulations and systems especially as available for the IDD population.

d. Ability to train and supervise adults with IDD in vocational and non-vocational settings.

e. Ability to problem solve under stressful situations.

f. Knowledge of referral resources available for adults with developmental disabilities and their families.

g. Ability to lift 50 pounds.

h. Able to comply with agency driving requirements.

i. Knowledge of and ability to work with program associates and fellow staff of diverse cultures.

VIII. Required Education and/or Experience.

a. Bachelor’s degree in human services, developmental disabilities, or related field, or equivalent experience.
b. Two years work experience with developmentally disabled persons

c. Minnesota Driver’s license, and a clear driving record

d. Must be able to pass a Minnesota Department of Human Services background study check.

***All responsibilities are Essential Job Functions for Americans with Disability Act.***
