
UNITED CEREBRAL PALSY OF BROWARD COUNTY, INC.

POSITION DESCRIPTION 
Position Title:    Program Coordinator                   
Employee:  __________________________                  
Department:             Residential                            
Location:     Broward____________                           
This position reports to:  Director of Adult Services           
Date of Hire:                                                        
Date of Position:   _______________           
(1)
Position Statement:

  
Responsible for the operation of two group homes.  Assure that all the full spectrum of services are appropriately provided to each adult/adolescent and that the facilities by properly maintained and supervised.

(2) Responsibility for Personnel Supervised:

Hourly Non-exempt          Salaried Exempt _X_  Salaried Non-exempt ___
(3)
Vacation Schedule:

Refer to Personnel Policies 

(4)
Key Working Relationships:
(A) Internal:
Director of Adult Program Services Lead PCI, BPA, all Direct Care Staff, Director(s), Adult Program Personnel. Habilitation Coordinator, Director of Adult Programs, Human Resources,
(b) External:
Independent Support Coordinators, DCF, APD, Medical and Psychiatric Personnel, Vocational and Educational personnel, parents and guardians.

(5)
Responsibility for Agency Resources
(a) 
Agency Assets: KEYS, CELL PHONES and ID Badge                           
(b)
Expenditures: The estimated annual amounts of expenditures normally approved for each program.                     

(6) Education & Experience Requirements:

(a)
Education:
Bachelors or Masters Degree in Human Services or related field preferred.

(b)
Experience:
Minimum 3-5 years in Supervisory experience with similar population.

Position Title: Program Coordinator 

SPECIFIC DUTIES
 1.
Assure that each adult receives comprehensive medical/psychiatric care including following Policy regarding medication dispersion, documentation, doctor visits, update of the Medical Profiles and daily appointments.
 2.
Assure that all behavioral issues are addressed with appropriate programs/documentation, and staff intervention is implemented correctly. Identify consumers who may need behavioral interventions
 3.
Supervise Lead PCI and all direct care staff. Oversee all staff patterns including, vacancies, transfers, in-service requirements, training, evaluations and individual job performance through the use of a Supervisor's Manual. Submit weekly schedules one week in advance for approval from Residential Director(s). Maintain control over all overtime through appropriate staff assignments. 
 4.
Prepares and assures that all inspections, licensing monitoring requirements and deadlines are met. Submit corrective action plan if required.
 5.
Assures that the maintenance needs and general improvement of each home is promptly addressed; and safety issues are continually reviewed and resolved in an expeditious manner.

 6.
Oversees all budgetary issues including a budget ledger, petty cash log, personal allowance statements and individual banking needs. Submit an Audit to the Director monthly without delay.
 7.
Conducts meetings with all staff monthly. Adhere to weekly scheduled meetings with Director.  Attend Area Meetings and Planning Days as scheduled. Participate in Annual Support Plan/IPP and Pre-IPP meetings.

 8.
Follow all Policy and Procedures regarding record keeping, documentation, logs, manuals, progress notes, and all other required paperwork.

9.
Assures, participates and reviews the recreation program and fosters the continued growth and expansion to meet the individual needs of the people we serve; monitors Residential Habilitation Goals, monthly data and consults with Habilitation Coordinator to assist in goal intervention and planning.
10.
Assures that each Adult has a skills acquisition program achieved through individual assessments, designed to meet their needs on a comprehensive level (social, educational, vocational, ADL, recreational, behavioral, medical, nutritional, habitation, etc.).
11.
Maintain a productive and positive relationship with all community personnel, family members, ISC's guardians and all other significant individuals that participate in the lives of adults served.
12.     
Assure transportation needs are met.  Ensure that shopping for food, etc. is done within budgetary 

parameters.

Position Title: Program Coordinator 
13.    Maintain Personnel files for all employees. Develop a system to keep all in-services current.  Complete all annual employee evaluations by due dates.
14.      Review/Edit Kronos daily. Develop vacation schedules so coverage is always adequate and the need for overtime is eliminated.
15.      Participate in all Computer Workshops. Ensure that all employees are encouraged and supported in attending trainings that promote Computer Literacy.

16.      Participate in all Management in-services offered. Assist in monthly trainings, Orientation and curriculum development.
17.     Perform all related duties following United Cerebral Palsy’s Policy and Procedures.

18.      Initiate all Status Changes for consumer or employees. Complete and submit all internal and external APD Incident Reports within 24 hours. Ensure that proper notifications are made.
19.      Complete Monthly Checklist and submit to Director(s).
20.     
Help to develop systems for employee with internal checklists, calendars, resources, communication logs, which will assist the Lead PCI and Direct Care staff to perform tasks according to agency standards and comply with APD regulations.

21.    Maintain all ledgers to track monetary budgets and financial budgets of Consumers.  Keep all Service Authorizations/Support Plans current.

Position Title: Program Coordinator 
United Cerebral Palsy of Broward County, Inc.is in full compliance with the Americans with Disabilities Act (ADA) and do not discriminate with regard to applicant or employees with disabilities and will make reasonable accommodation when necessary.  The following are abilities and physical requirements for this position at United Cerebral Palsy of Broward County, Inc. and United Cerebral Palsy of Palm Beach & Mid-Coast Counties, Inc.

-
Ability to orally communicate effectively with others, with or without the use of an interpreter.

-
Ability to communicate effectively in writing, using the English language, with or without the use of auxiliary aids of services.

-
Ability to work cooperatively with all levels of staff.

-
May be exposed to short, intermittent, and/or prolonged periods of sitting and/or standing in performance of job duties.

-
May be required to accomplish job duties using various types of equipment / supplies to include, but not limited to, pens, pencils, calculators, computer keyboards, telephone, etc..

-
Ability to drive all United Cerebral Palsy vehicles with or without adaptive equipment.

- 
New hire must pass Flexibility Dexterity examination.


JOB DESCRIPTION COMMITMENT
I have read and am fully aware of all the responsibilities indicated in this position description, and I acknowledge the fact that I will be held accountable for insuring that all duties are carried out as deemed appropriate.  The job description reflects the general detail considered necessary to describe the principle functions of the job.  It shall not be construed as a complete description of the work requirements that may be inherent to the job.

                                                         


        __________________________      
Employee







Date

                                                        


   ______________________________
Supervisor







Date
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