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House Coordinator
	Reports to: 
Program Director
	Supervises: 
Direct Support Staff 

	Department: 
Program
	Location: 
Community Based Homes

	Revision Date: 
March 8, 2011
	Fair Labor Standards Act Status: Exempt


Position Overview 

The House Coordinator will focus on issues and concerns for individuals supported by Hiawatha Homes, maintain communication among day programs/work/parents, nursing and participate in reviews. The House Coordinator manages one or two homes and is responsible to hire, train & supervise staff. The House Coordinator is responsible to conduct staff evaluations. The House Coordinator manages individuals’ daily activities and transportation. The House Coordinator must observe all budgets (hours, food, supplies).  
Essential Job Functions

1.  Individual Duties

· Monitor Daily activities/concerns; assure APP and LAP are being carried out.

· Monitor checking account for appropriate & responsible use.

· Front-line advocate for individual’s interests, needs and community integration.

· Participate in reviews and team meetings.

· Provide direct care and assist with activities as needed.
· Implement and maintain individual’s central file and log books.
2. Program Duties

· Program recommendations

· LAP updates

· School/Work, other provider issues

· Consultant recommendations

· A/I’s, VA, Abuse/Neglect issues

· Completes required paperwork for Hiawatha Homes, the county, and state.
3.  Communication Duties

· Monitor health concerns; consult with Nurse Coordinator/individual’s primary physician, HSD/PD.

· Attend appointments.

· Communicate regularly with parent/guardian/Case Manager, facilitating involvement.

· Communicate with day program and work site by attending conferences/ meetings and using established communication protocols.

· Consult with Program Director regarding the general functioning of the house: individual needs, A/I’s, accounts, home maintenance, purchases, in-service topics, staff openings/ coverage needs, staff performance, long-range concerns and special program needs.

· Responsible for attending/participating in meetings and relaying pertinent info to the staff via staff meetings, leadership, HCBS, Staff Development/In-Services, Workshops.
4.  Supervisory Duties

· Hiring new employees, interviewing, paperwork, and orientation per QA standards.

· Compliance with Rule 40, Quality Assurance Standards, Vulnerable Adult laws (Rule 10), Maltreatment of Minors, Aversive Deprivation,  Psychotropic Medication policy, OSHA. 

· Provide direct supervision and complete performance evaluations for house staff in a timely manner.

· Maintain adequate staff coverage by developing and posting a bi-weekly schedule, processing time-cards, preparing payroll report, coordinate use of sick and vacation time, LOA.

· Schedule and conduct regular staff meetings.

· Participate in on-call duties.
5.  Property Duties

· Grocery & Supply Shopping

· Report maintenance needs and improvements to the Property Manager and Program Director.

· Vehicle Maintenance

Minimum Job Requirements

· Must be at least 18 years of age
· Ability to speak, write, and comprehend the English language  
· A valid driver’s license, satisfactory motor vehicle record and successful completion of Hiawatha Homes driving test.

· Upon hire, candidates must provide proof of employment eligibility and proof of being free from tuberculosis.  All candidates must successfully pass a State of Minnesota background check before working unsupervised.
· Ability to work with and support both male and females

· Successful completion of Hiawatha Homes Medication Administration class
· A least two years of education in the field of developmental disabilities and two years of related work experience.

· Previous leadership or supervisory experience is strongly preferred.

High Performance Objectives (apply to all employees of Hiawatha Homes)
Communication
· Communicates clear and accurate information to HH team members, quality circle members, and community stakeholders in a professional manner.

· Maintains confidentiality.

· Accepts and is able to provide constructive feedback in a respectful manner.

Accountability
· Takes responsibility for carrying out essential job duties in a competent manner.

· Adheres to agency policies and procedures.

· Completes training requirements according to Hiawatha Homes staff development standards. 

· Represents Hiawatha Homes in a positive and respectful manner.
· Works safely; uses equipment properly and as directed.

Proactive
· Uses information and data to improve the quality of service provided.

· Takes initiative to improve personal skills, knowledge, and team performance.

Team Player
· Shows respect for others’ perspectives, styles, and ideas.

· Works with others’ to meet agreed timelines and objectives.

· Is flexible and willing to respond to changes needed to improve service.

Working Conditions
The physical demands described below are representative of those that must be met in order to successfully complete essential job functions.  In compliance with the Americans with Disabilities Act, reasonable accommodations will be considered.

· Frequent bending, stooping, pushing, pulling and reaching may be required
· Frequent lifting and carrying up to 35 lbs. unassisted may be required
· Occasional squatting, kneeling, climbing, crawling, and walking on uneven ground may be required

· This position requires spending the majority of the work day standing or walking
· This position requires working 75-90 percent indoors and 10-25 percent outdoors
· This position may require work with household cleaning solutions, electric wheelchair batteries, and refueling vehicles

· This position may require work with moderate noise and/or pets
· This position may require work with the following equipment: wheelchairs, manual and electric; adaptive positioning equipment; household appliances; household cleaning equipment; manual, hydraulic, electric lifts or ramps; wheelchair hook-ups; battery charger; garbage/recycling bins; manual or electric bed, bed rails; office equipment; oxygen tank; mist or suction machine; augmentative communication device; gas or charcoal grill; sprinkler or garden hose; snow shovel or scraper

I have read and understand the information contained within the job description.
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