OAKRIDGE HOMES

Job Description  									    Program Coordinator (PC)

The role of the employee will be to provide an environment where each resident in the program can realize his/her maximum potential and achieve the highest level of self-sufficiency and social citizenship.  Also, to make available the patterns and conditions of everyday life that are as close as possible to the norms and patterns of the mainstream society.
The Program Coordinator must be at least 18 years of age and willing to submit to a criminal background check and a driver’s licensing check. Results may disqualify the individual from employment. This position may require that you drive.
She/he should have experience or training in working with people with developmental disabilities and should be knowledgeable in training and behavioral intervention techniques. The Program Coordinator will be directly responsible to the Supervisor/Program Director/QDDP.
The following list of essential functions is not exhaustive and may be supplemented as necessary:
Essential Functions:
Orientation
1. Become fully acquainted with and adhere to the philosophy, policies, procedures and operation of the facility. This is done through:
A. Conference with Director/Program Director and Program Coordinator.
B. Orientation and in-service training.
C. Reference material provided by the program.

2. Become acquainted with the residents’ background information and treatment plan. Understand the level of each resident’s ability. 

3. To assure that no information that pertains to the program/residents be released without prior authorization. 

4. Complete Time Sheets/Time Analysis accurately and in a timely manner.

Safety

5. To assure that a clean, attractive, safe and healthy environment is kept for the people who live in the home. 

6. Take appropriate action in case of emergencies and notify the proper personnel.

7. Follow scheduled fire drill procedures implemented to train residents to evacuate.

8. Follow through with safe, healthy food-handling practices.

9. Be responsible for transporting residents safely.

10. Promptly report maintenance problems.

Resident

11. Represent the program/residents in the community in a responsible and favorable manner.

12. Follow bathing procedures and schedule if applicable.

13. Follow bedroom cleaning procedures. Instruct/assist residents as needed.

14. Ensure appropriate laundry procedures. Instruct/assist resident as needed. 

15. Check and assist residents with maintaining supplies of personal need items.  

16. Assure that residents are always clean and well groomed (all ADL’s) to assist in accessing community activities. 

17. Make sure people living in the home are always appropriately dressed. Check outerwear and wash as needed. Use Spray and Wash (or equivalent stain remover) on stains before doing resident laundry. Check clothing for hemming needs. Check outfits daily for coordination. Put on matching pajamas. Dress residents appropriately for pictures, special occasions, church, etc.

18. Staff will closely monitor and have frequent contact with assigned residents throughout their shift.

19. Staff will take the amount of time necessary to assist residents with feeding skills.

20. Attend appointments with people living in the home and take forms required for their records and document as needed after appointments when indicated.

21. Provide input on quarterly and annual staffing reports. 

22. Encourage people living in the home to make choices whenever possible.

23. Promote good relationship with the residents. 

24. Follow through with training rather than caretaking, allowing for participation according to the individual’s ability.

25. Initiate checking for community activities that are appropriate and would be of interest to the residents.

26. Initiate a variety of recreation/leisure activities in the home.

27. Function effectively with the residents on a one-to-one basis and in groups.

28. Deal effectively with disciplinary problems that arise.

Employment

29. Demonstrate enthusiasm, dedication, patience and consistency.

30. Report significant information pertaining to clients, parents or staff to Program Director.

31. Work closely with Oakridge Homes Program Director to maintain and supervise the necessary financial records for the clients if necessary so that adequate information is available for the annual audit and necessary reports.

32. Be prompt and reliable rather than exhibiting tardiness and absences.

33. Respect the rights and integrity of co-workers, residents and their families.

34. Positively accept suggestions and constructive criticism.

35. Positively offer suggestion and positive criticisms (creativity, time saving, cost efficiency).

36. Be a positive role model by effectively communicating with other about resident issues in the work site.

37. Provide coverage as needed or requested.

38. Perform responsibilities in a professional manner.

39. Staff trained by consulting nurse will follow policies and procedures.

40. Attend and participate in staff meetings and in-services when indicated.

41. Locate frequently used forms in file cabinet.

42. Make copies of forms when supplies are low being careful to include all information and not being wasteful.

43. Follow correct procedures when starting a shift: Read the Communication Log and consumer records dating back to the last time you worked and write down all of the objectives for your group of residents.

44.  Display good time management skills.

45. Initiate responsibilities without direct supervision.

46. Be responsible in taking breaks as specified according to the hours of your shift.

47. Carry out any and all job related duties as assigned by the Program Director/Administrator or Supervisor.

48. Work effectively as part of a team by displaying adaptability and flexibility. Do your fair share of work and be willing to help coworkers without being asked.

49. Give accurate follow-up information before leaving your shift either written or verbally. 

50. Attempt to work out differences with coworkers before involving others.

51. Follow lifting and transfer guidelines.

Documentation

52. Ensure that all documentation, forms and requirements are completed on time,

53. Document objective/pertinent information in program and health record.

54. Know how to implement residents’ programs using methodology procedure as a guide. Document appropriately.

55. Know how to correctly count/record prompts on resident programs.

56. Accurately complete Purchase orders and charges.

Additional Responsibilities

57. Meet with Program Director on a regular basis to relay problems and concerns of ORH staff.

58. Review Accident/Incident Reports and inform immediate supervisor.

59. Sit in on job interviews as requested.

60. Orientate/train staff and volunteers as needed.

61. Be knowledgeable and aware of VA and ombudsman reporting procedures. 

62. Provide information as requested by the Program Director concerning employee evaluations.

63. At the request of the Program Director, be present for any surveys and inspections.

64. Review and supervise the administration of all client medications or self-medication programs.

65. Fill in as needed.

66. Weekly:

a. Read over house meeting report.
b. Family contact.
c. Call administrator with updates/reports.
d. Check wallets.
e. Check petty cash.
f. Grocery budget.
g. Check house inside and out.
h. Goals.
i. Activity calendar.
j. Talk with nurse regarding medical needs.
k. Van check/accuracy of mileage.
l. Update Infection Communication Log (ICF).
m. Review Maintenance Log.
n. Menu/check/file.
o. Read records – Program Record and Health Record.
p. Communicate with day program as necessary.
q. Attend shift meetings.
r. Check water temperature.
s. Make purchases as necessary.
t. Approve staff time sheets.

67.  Monthly:

a. Make schedule.
b. Observe each staff sometime during the month.
c. Observe each resident.
d. Check appointments needed (psychological, physical, dental, blood levels, follow-up, etc.).
e. Schedule staff meeting. Also notify staff at least a couple of days before the meeting. Keep a running notebook of staff meetings. 
f. Haircuts.
g. Check clothing.
h. Monthly Reports.
i. Activity calendar for house (file at end).
j. Menus.
k. Personal needs.
l. House needs and repairs.
m. Turn in budget/house/grocery/petty cash/wallet/checking/savings account balance.
n. Household Income Report.
o. Fire Drills (ICF).
p. Attend supervisors meeting.
q. Check smoke detectors.
r. Arrange interdisciplinary Team Meetings and other special meetings at the direction of the Program Director.

68. Quarterly:

a. Fire drills (waivered).
b. Help administrator prepare quarterly reports.
c. Complete psychotropic med forms.
d. Complete consent forms.
e. Have staff review emergency procedure.
f. Review IAPP.

69. Annually:

a. Help prepare annuals.
b. Assist with assessment.
c. Help prepare for licensing and attend.
d. Staff evaluations.
e. Staff in-service training.
f. Charge fire extinguisher.
g. Staff review personnel book.
h. Prepare for licensing.
i. Reapplication for financial assistance.
Accountability
Employees are required to satisfy the essential functions of their job description.
Physical Requirements (including lifting and pushing):
Employee must be able to lift/push a minimum of 50 pounds.
Equipment Used:
Normal household equipment items and resident related equipment (may vary at each site).

I have read the above job description and I can perform the duties.


Signature					Date
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