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Job Title: 
Department:
Reports to: 

	
Site Lead
Kingswood Centre
Operations Manager

	
Job Purpose 




Provide expertise and oversight to staff and to support clients of a particular location to enable a person(s) with an intellectual disability with complex needs to have a physical presence in the community, join community activities/groups, have personal relationships, and learn and develop skills and abilities.

	
Major Accountabilities



To create and implement comprehensive Directive of Care (DOC); providing direction for staff for client care and behavior management. Directive of Care should identify long and short-term objectives and will focus on needs for quality of life and inclusion in the community.  

· Working as a team; engaged in planning with individuals, families, Organizational staff, and other significant others such as recreation, social, education, spirituality, etc.  
· To analyze clients’ relevant skills, strengths, limitations and needs and assess the effectiveness of treatment programs by tracking clients’ behavioral and physical changes. 
· To provide non-physical and physical assistance when required; acknowledging safety for all.  Develop clear documentation of procedures and reporting.


To provide oversight to staff
· Implement procedures regarding client needs and expenditure, accountability for banking, filing, etc.   
· Ensuring key staff are involved in planning for clients such as awareness of person-centered planning, appearance, needs such as clothing, etc.  

To assist clients with personal hygiene and/or perform required specialized personal care duties. To be responsible and provide directions to staff for the day-to-day assistance to clients.

To organize transportation for doctor’s appointments, outdoor activities and errands

To maintain a safe working environment and provide quality client care by adhering to policies, procedures and standards of care

To respect the rights of the client including right to privacy, right to confidentiality, right of quality care, etc. Provide support and advocate on behalf of clients.


To maintain positive, supportive and professional communications with Coordinator and Co-workers, families, and other professionals. To respond quickly and appropriately to an emergency; ability to analyze comprehensive incident reports and respond; accordingly, providing direct feedback to the Coordinator of overall progress and challenges

To operate any required equipment with care and inform Coordinator immediately of any equipment defects or malfunctions. 

To attend case plan meetings, staff meetings, in-service training as required and requested.  This includes active participation by providing client updates, discussing concerns or problem areas, identifying maintenance issues, reviewing schedules, etc.

The ability to apply knowledge, experience and commitment in the areas of equity, cross cultural understanding, human rights and diversity.

The ability to employ and monitor acceptable accounting procedures in the maintenance of all fiscal records

The ability to administer the terms and conditions of all policies which affect clients and staff

Proficiency Skills:

Inclusions East consider staff who obtain the status of permanent to develop essential leadership skills. These skills will be measurable, and staff are accountable to them.

Role Model to Other Staff: As a role model to your peers demonstrating your work ethic, values, attitudes, and behaviors set the standard for what you expect from others.

Decision Making Ability: To demonstrate routinely to co-workers and clients the following components.  To ensure when appropriate to seek approval from Residential Co-ordinator
· Evaluate circumstances, consider alternatives and weigh pros and cons.
· Use critical-thinking skills to reach objective conclusions.
· Are able to make good decisions under pressure.
· Opt for a “problem-solving” attitude
· Help co-workers and clients overcome obstacles.

Develop Appropriate Behavior Management Plans: To demonstrate knowledge of instructional and behavior management for adults with intellectual / developmental disabilities.  This is accomplished through:
· Ensure a basic knowledge of behavior management techniques 
· Behavior management plans are implemented 
· Emergency procedures and policies are implemented 
· Ensure knowledge of individuals’ ISPs and all medical, behavioral and additional supports required for individuals are implemented


Program/Project Development: The following tasks are associated with program management:
· Overseeing all activities associated with all programs in order to ensure goals are achieved
· Decision making and problem solving associated with programs and projects
· Actively communicating with co-workers and Residential Co-ordinator
· Identifying and understanding objectives
· Planning programs; monitoring daily program activities
· Reporting and documentation
· Identifying projects necessary to achieve the program’s objectives
· Coordinating interdependent projects associated with program
· Managing timelines and quality of deliverables
· Identifying and managing program adherence to standards and governance




Scheduling: To ensure efficient time management to benefit clients and co-workers:
· Communicating to co-workers of client assignments  
· Being consistent is essential to meet client needs. 
· To communicate the sequence of their duties with time requirements.
· To ensure fairness in the workload among co-workers

Assessment Skills:  To have the ability to extract the key information to gain insight to strengths and needs by using the domains of functioning as a guide.  The ability to read the situation and use good judgement to guide self and co-workers to the appropriate paths to serve the individual. 

Documentation: The purpose of complete and accurate recording documentation is to foster quality and continuity of care. It creates a means of communication between staff, caregivers and other professionals in terms of services, planning, and delivery of care.
Qualifications
	
Education:
	
· Successful completion of a recognized Human Services program complimented by a diploma/degree in a related field such as nursing or social work.
· Strong working knowledge of behavioral theory and applied behavior analysis.
· Understanding of the characteristics and behaviors associated with disorders.




Experience
	
· Minimum of 4-5 years experience
· Managerial experience preferred


An equivalent combination of education and experience may be considered.

Please note:  This position has physical demands essential to care of complex clients. It may be regularly expected for Staff to be standing more than 50% of their shift, moving from activity to activity at a quick pace, stooping for personal care activities, etc.  In order to ensure staff and client safety, shifts will be scheduled to a maximum of 12 hours but regular shifts will consist of 8 hour periods with little or no sleep in the 11pm - 7am shift.

Other

· Must present a satisfactorily completed criminal record check 
· Must be able to demonstrate an ability to develop, implement and monitor meaningful day opportunities with and for clients.  
· Must possess strong abilities to problem solve.  
· Must have positive communication abilities and good public relations skills.  
· Must be able to work and relate well with clients and be able to work with minimal supervision.
· Must be able to provide a driver’s abstract
· Knowledge of the community and applicable contacts and resources are definite assets.
· Current First-Aid and CPR and Mandt training are  required
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                                                                           Inclusions   East   Inc   PO   Box   563   56   Crescent   Lane,        Brudenell,   PE         Provide   expertise   and   oversight   to   staff   and   to   support   clients   of   a   particular   location   to   enable   a   person(s)   with   an   intellectual   disability   with   complex   needs   to   have   a   physical   presence   in   the   community,   join   community   activities/groups,   have   personal   relationships,   and   learn   and   develop   skills   and   abilities.    

  Major   Accountabilities    

To   create   and   implement   comprehensive   Directive   of   Care   (DOC);   providing   direction   for   staff   for   client   care   and   behavior   management.   Directive   of   Care   should   identify   long   and   short - term   objectives   and   will   focus   on   needs   for   quality   of   life   and   inclusion   in   the   community.           Working   as   a   team;   engaged   in   planning   with   individuals,   families,   Organizational   staff,   and   other   significant   others   such   as   recreation,   social,   education,   spirituality,   etc.         To   analyze   clients’   relevant   skills,   strengths,   limitations   and   needs   and   assess   the   effectiveness   of   treatment   programs   by   tracking   clients’   behavioral   and   physical   changes.        To   provide   non - physical   and   physical   assistance   when   required;   acknowledging   safety   for   all.    Develop   clear   documentation   of   procedures   and   reporting.       To provide oversight to staff      Implement procedures regarding client needs and expenditure, accountability for  banking, filing, etc.           Ensuring key staff are involved in planning for clients such as awareness of person - centered planning, appearance, needs such as clothing, etc.         To assist clients with personal hygiene and/or perform required specialized personal care  duties. To be responsible and provide directions to staff for the day - to - day assistance to clients.     To   organize   transportation   for   doctor’s   appointments,   outdoor   activities   and   errands     To   maintain   a   safe   working   environment   and   provide   quality   client   care   by   adhering   to   policies,   procedures   and   standards   of   care     To respect the rights of the client including right to privacy, right to confidentiality, right of quality  care, etc. Provide support and advocate on behalf of clients.    

  Job   Title:     Department:   Reports   to:        Site   Lead   Kingswood   Centre   Operations   Manager  

  Job   Purpose      

