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HIAWATHA HOMES, INC.

TITLE:  Team Leader

DEPARTMENT:

HCBS


REPORTS TO:

House Coordinator
CLASS CODE:

Non-exempt

PRIMARY LOCATION:

Community-based homes


NORMAL HOURS: 

Shift staff, not more than 40 hours/week
SUPERVISES:

Direct Support Staff

JOB PURPOSE:

The Team Leader functions as a leader of the Direct Support Staff team, monitoring client’s daily routines, activities and the house. Team Leaders are in charge of health and safety concerns, illness and injury for all clients during their shift, under the direction of the House Coordinator and Nurse Coordinator. 



Duty #
Essential Duties
Frequency

1. 

Client Duties
*Implement each person’s Individual Daily Program Plan, which includes assisting both males and females with all personal cares.

*Follow Abuse Prevention Plan as written for each person.

*Follow Health Plans as written for each person, administer medications as directed.

* Work with each person on his or her individual objectives.

*Support each person in activities of his or her choice, both at home and in the community (may include swimming, church, shopping, driving).

*Provide information, opportunities and support to develop the individual interests and relationships of each person.

*Provide necessary documentation on each assigned person.

*Communicate information regarding each person to appropriate Team Members.


Daily

Daily

As stated

As stated

As stated

Daily

Daily

Daily

2. House-hold

Duties
*Provide a clean, safe and comfortable environment for each person.  

*Prepare and provide all variety of foods according to meal plans.

*Communicate any maintenance or household needs to appropriate staff, obtaining supplies or groceries if not available when needed.


Daily

Daily

Daily

3. Leader-ship Duties
*Provide feedback to Direct Support Staff regarding their daily performance.

*Train new staff and seasoned staff in new areas of their responsibilities.

*Take responsibility and delegate duties to team members during emergency situations.

*Communicate job performance progress of Direct Support Staff to House Coordinator.

*Communicate food and supply needs of the house.

*Make necessary decisions/changes in the absence of House Coordinator, conferring with the Program Director/On Call Supervisor.

*Develop and structure staffing patterns in accordance with approved guidelines.

*Assists Program Director and House Coordinator in identifying staffing needs, overtime hours and scheduling patterns.
Daily

As needed

As needed

As needed

As needed

As needed

Daily

Daily/As needed

4. 

Personal

Duties
*Maintain confidentiality of all information about each person and their families.

*Meet Staff Development, Monthly Household Meeting and other training requirements.

*Work as scheduled, arriving on time and staying to end of shift until relief staff are on duty or a charge person has given approval to leave.

*Communicate effectively and courteously with each person, co-workers, support staff and families.

*Conduct and present yourself competently while on Hiawatha Homes’ business, both at home and in the community.

*Train and coach other staff members.

*Follow policies outlined in HHI Personnel Policy Manual.
At all times

Follow Staff Development Calendar

Daily

At all times

Daily

As needed

At all times

MINIMUM QUALIFICATIONS:

· Must be 18 years of age or older.

· Must successfully pass the required criminal background check.

· Must provide proof of being free of tuberculosis. 

· Must have sufficient English language skills (verbal, written and comprehension) with which to adequately and effectively perform the job duties. 

· Must have adequate vision and hearing ability, with or without correction, to be aware of and able to respond to each person’s needs when not in immediate vicinity.

· Must be able to independently lift and/or transfer up to 50 pounds.

· Must be willing to work with both males and females, doing all necessary personal cares.

· Must be able to meet the requirements outlined above in the Job Description. 

· Must possess or obtain and maintain CPR, Basic First Aid and Med Training. 

· Before driving Hiawatha Homes’ vehicle/s, must have a valid Minnesota driver’s license, a driving record that satisfies the requirements of Hiawatha’s Insurance Carrier and pass Hiawatha Homes Driver’s Written and Road Tests. 

· Prior to driving personal vehicle while on Hiawatha Homes’ business, must provide proof of insurance and the vehicle must meet basic safety guidelines at all times.

PREFERRED SKILLS AND ABILITIES

Education and Experience: High School graduate or G.E.D., Post-High School training from an accredited program resulting in a degree, certificate or licensure i.e. Human Services Technician or Specialist, Child Development Assistant, Licensed Practical Nurse or other Associate of Arts degrees. Experience is desirable and may be substituted for training.

Practical Skills: *Team Player * Relationship Building * Time Management *Flexibility 

WORKING CONDITIONS

Environmental Conditions: Work with cleaning solutions, batteries and refueling vehicles. 75-90% of work is performed indoors, 10 - 25% outdoors. Moderate noise. Some Houses have pets.

Equipment and Tools: Work with wheelchairs, electric/hydraulic/manual lift/ramp equipment (for lifts and transfers of people), wheelchair lifts and hook-ups, mechanical/electrical beds, household appliances, cleaning equipment, whirlpool machines, oxygen tank, mist machine, suction machines, augmentative communication devices, yard equipment and office equipment.

Physical Requirements:

· Physically able to bend/stoop, squat, push/pull, reach above and below shoulder level frequently (at least 5 times/hour).

· Physically able to lift up to 50 lbs. unassisted.

· Physically able to occasionally kneel, climb ladders, walk on uneven ground and crawl.

SAFETY POLICY:

It is the responsibility of every employee of Hiawatha Homes, Inc. to know and observe the safety policies and procedures.  Each employee is expected to perform their tasks in a safe and efficient manner while using the appropriate safety equipment, clothing and devices.



The above position description is intended to describe the general functions, skills and knowledge of the person assigned to this position.  The employee may be required to perform other related duties as assigned.



Employee Printed Name


Signature



Date

Supervisor’s Signature



Date

2/03
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