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Job Title: 
Department:
Reports to: 

	
Supervisor/Events Planner
Community Support / Residential Services
Residential Co-ordinator

	
Job Purpose 




Provide foundational staff & client support and co-ordination for Community Support and as assigned within Residential Services of Inclusions East. Support and advocate on behalf of people with an intellectual disability who are accessing support and services through Inclusions East.

	
Major Accountabilities




Summary of Supervisory Areas:
· Community Support Program
· Associate Family Program
· Event Planning for Residential Services


Community Support - Client Provision:
Responsible for the day-to-day client operations of supports and services within Community Support Program.  This includes:
· Once assigned through Service Request protocol, meeting with client and family to determine specifics
· Creating an Individualized Service Plan (template) with funding requests for clients to meet their needs and needs to support family, determining the most efficient way to utilize limited funding
· Supporting existing/new clients with appropriate services available to meet their needs
· Implement procedures regarding client needs and expenditures, accountability for documentation, filing, etc.   
· Ensuring key supports are involved in planning for clients such as mental health, employment supports etc.  If needs change, to inform Residential Co-ordinator as other planning may be required
· Assist all participants and family to exchange all information appropriately.
· Arranging client’s Medical appointments (Dentist, Psychiatric/Mental Health, Pharmacy/medications, doctor appointments, nutrition.
· Healthy lifestyles: promoting exercise, Special Olympics.






Community Support - Administrative/Supervisory:
· Monitoring of staff within Community Support; activities, program planning, documentation
· Maintaining good communication (verbal, written, digital) within the Administrative team.
· Monitoring TTT for staff log ins and leave requests under Community Support
· Arranging aspects of client appointments when required
· Monitor use and care of vehicles, valid use of kms, repairs required, efficient usage when possible
· Arranging aspects of Special Olympics and other organized activities for participation 
· Forward appropriate receipts (clearly marked) to Finance Office


Standard Supervisory Practices:
· To maintain positive, supportive, and professional communications with co-workers, families, other professionals, and the community.  This includes attending and participating in case conferences (internal or external) and family meetings
· To assess the changing needs of individuals and implement appropriate planning and support to meet individual requirements/needs.
· Provide direction and performance feedback to staff
· Ensure honest, open, timely and accurate communication at all times and ensure all team members are kept up to date with relevant information
· The ability to apply knowledge, experience and commitment in the areas of equity, cross cultural understanding, human rights and diversity.
· The ability to administer the terms and conditions of all policies which affect clients and their key staff and add to staff portal website for viewing.


Associate Family Program (AFP) – Monitoring:
· To develop, implement and monitor AFP according to the Provincial standard as adopted by Inclusions East.
· To consult with significant others and develop personal plans with clients who have been assessed as potential clients for AFP.  
· Create a marketing plan to actively promote and engage approved families to participate in the AFP. 
· Determine all required placement requirements and assist all participants to exchange all information appropriately.
· Monitor client progress, create database and prepare required strategies to ensure a quality service of AFP.
· Prepare all documentation and conduct interviews with all potential placements and provide assistance to all clients participating in program
· Collaborate with Day Services and Residential Coordinator and other connected colleagues to administer program.
· To maintain regular records and documentation of AFP Monitoring. This includes contact notes, security and house checks, annual reviews, etc. 
· To maintain positive, supportive, and professional communications with co-workers, families, other professionals, and the community.  This includes attending and participating in case conferences (internal or external) and family meetings
· To assess the changing needs of individuals and implement appropriate planning and supports to meet individual requirements/needs.
· Oral and written communication with Residential Co-ordinator of progress and/or concerns of clients 

Event Planning
· To plan and co-ordinate the implementation of events for Residential Services as a whole such as summer vacation, parties, dances, community activities, special events, community events/volunteer, winter carnival etc.
· Inclusion (when appropriate) for all clients served in any capacity by Inclusions East
· Communication while planning to ensure time for other Supervisors and Staff to plan and ensure if conflicts, can be addressed; keeping Residential Co-ordinator apprised of all events and activities
· Following a budget as set by Residential Coordinator

Supervisor Requirements:
· Human Services Diploma and/or Degree in Disability Specialization 
· Additional coursework in behavior management and or HR training 
· Proven ability in Microsoft Office Suite, Outlook, TTT
· Knowledge of non-profit entities/programs for persons with an intellectual and/or dual disability and of the community and applicable contacts and resources are definite assets
· Strong abilities to problem solve, conflict resolution and collaborate at various levels
· Professional/ articulate communication – verbal, written, listening, two-way feedback
· Self-motivated and directed
· Able to work independently or as part of a multi-service team
· The ability to apply knowledge, experience and commitment in the areas of equity, cross cultural understanding, human rights and diversity.
· Able to demonstrate effective time management 
· Respecting need for strict confidentiality and professional boundaries
· Able to formulate procedures and monitor outcomes and function effectively in an ambiguous or chaotic situation
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                                                                           Inclusions   East   Inc   PO   Box   563   56   Crescent   Lane ,        Brudenell ,   PE                                                                        Provide foundational  staff &  client support and co - ordination   for  Community Support and as  assigned within  Residential Services   of Inclusions East.   Support and advocate on behalf of  people   with an intellectual disability who are accessing  support   and services through Inclusions  East.    
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