Arc of Onondaga County

Position Description

	Day Habilitation Program Manager

	

	Number
	
	Status
	Salaried Non-Exempt
	Date
	8/10/2018

	CFR
	501

	This Position is assigned to one or more of the following Departments. Day Habilitation

	


Summary

The Day Habilitation Program Manager is responsible for the day to day site operation of the Day Habilitation Program.  Must have working knowledge of HCBS Waiver. Reports to the Director of Community Supports.

Requirements

1. Hires, supervises and trains Direct Support Professionals (DSP) including completion of annual performance evaluations.

2. Assures that all required documentation is current in people’s onsite files.

3. Reviews all day habilitation plans for people we support and ensures DSP implementation.

4. Attends and participates in all required program training, planning meeting and standing committees.

5. Acts in the capacity of Agency designated supervisor for medication administration oversight at the program site.

6. Directs staff to maintain principles of service delivery including the OPWDD DSP Core Competencies philosophy.

7. Develops and implements organized methods for scheduling, monitoring and evaluating desired preferences and interests.

8. Monitors program site expenses and maintains all supplies and inventories.

9. Assumes primary responsibility for monitoring the site’s physical space including the completion of safety checklists, issuing repair orders, etc.

10. Establishes and maintains positive relationships and rapport with families, caregivers, community organizations and other human service agencies.  Acts as the liaison between the program and caregivers, etc.

11. Serves as a backup for DSPs in case of emergency, staff shortages, etc.
12. Prepares and submits all required reports, statistics and quality assurance reviews.

13. Monitors and reviews all General Event Reports (GERs) and incidents and develops systems to ensure the health and safety of people at program site. 

14. Must be able to transport self and people in an Agency provided vehicle and/or own vehicle.

15. Must maintain any required licenses and/or certifications.

16. Supports the Goals and Mission of Arc of Onondaga. Ensures that your communications and personal performance reflect the Agency’s commitment to teamwork, compliance with policies and procedures and respect for the people we support and staff.

17. Attends and participates in required Arc meetings, staff development and training programs.

18. Establishes and provides clear and legible documentation and compliance records required by Arc and other government agencies.

19. Performs investigations related to serious and serious reportable incidents as required or directed by supervisor.

20. Must be able to work flexible hours.

21. Expected to conduct all agency business and complete job responsibilities in accordance with agency Code of Conduct and Corporate Compliance Plan.

22. Provides other job-related support and services as required or assigned by management.

Note – Requirements 1- 23 are Essential Job Requirements

Day Habilitation Program Manager

Education & Experience Requirements

· Bachelor’s degree in Human Services or other related field.

· 2 years pertinent experience.

· Combination of education and experience which, in the judgement of the employer, equals above standards.
· A valid NYS driver’s license and a driving record acceptable to the Agency’s insurance carrier.

Instruction & Safety

The job requires specific levels of responsibility for the safety of the incumbent and people he/she interacts with on a daily basis.  Safety requirements and decisions reflect agency or legal requirements that are above and beyond generally accepted practices and procedures for personal safety, the safety of other staff, and include specific direct supervision and support for the safety of the people we support.  In addition, the incumbent has accountabilities for monitoring and ensuring that all staff complies with all safety standards and procedures.

Physical Demands & Working Conditions

Work requires occasional equivalent to lifting up to 25 pounds and limited exposure to some undesirable environmental characteristics.  The position requires the need for physical stamina, endurance, and physical manipulation that can be somewhat taxing.  Accountabilities routinely require considerable amounts of time sitting, walking and/or standing.  The use of some safety equipment and/or routine precautions may be required.

Responsibility for Resources

The job requires limited responsibility for resources. The incumbent may be responsible for costly specialized equipment or supplies, substantial amounts of cash or other significant assets.  The program manager has a moderate amount of control over these resources.  Problems and decisions associated with these resources may be complex, and can impact an operating unit or department.  The volume of resources may vary, but the level of difficulty in dealing with these resources is uncomplicated.

Supervisory Responsibilities

The job requires direct responsibility for a department or unit of 15-20 direct support professionals.  Job duties include supervisory activities such as hiring, training, assigning, monitoring and assessing work.  Work involves ensuring that the human resource related decisions are in compliance with the organization’s policies, practices and procedures.  This position may have a direct report that is an assistant supervisor.

Technology Requirements

Computer and office technology expertise including the use of Therap, Microsoft Word and Excel that is required to fulfill job responsibilities and assignments.
