PROGRESS INDUSTRIES

POSITION DESCRIPTION

HCBS MANAGER

BASIC FUNCTION
HCBS Manager is responsible to oversee day-to-day operations of their assigned locations and caseloads of persons served. This includes programming for persons served, staff scheduling, maintenance of sites, and budgeting.  The HCBS Manager will report directly to the HCBS Coordinator, and will supervise HCBS Direct Support staff assigned.

ESSENTIAL RESPONSIBILITIES
EVAL. SCORE
_____
1.
Subscribe to P.I.’s mission, vision and core values.

_____
2.
Responsible for assisting with hiring, orientation, training and evaluating of 



HCBS direct support staff relative to duties, work schedules, agency



policies, and state policies and procedures.  Responsible for keeping

                      MITC schedules updated.
_____3.
Responsible for the initial orientation for new person served, assessing   skills of person served during the first 30 days of residence, and providing appropriate input to initial and subsequent annual meetings of persons served.
_____4.
Responsible to assist the Program Manager in the implementation of the 


support plan objectives of the persons served to include the training 


method and to communicate the same to direct support staff to assure 


overall consistency in program.

_____5.
Monitor site and assist persons served to ensure their living space and overall site are properly maintained, safe and clean.  
_____6.
Responsible to find replacement staff to cover for regular staff due to personal leave, vacation time, etc. Fill in as necessary, in emergency, to provide required coverage. 

_____7.
Responsible for open communication with the Program Manager and all team members deemed appropriate pertaining to the overall services for the persons served on their caseload.  This includes successes as well as concern areas, and programming changes.

_____8.
Responsible for open communication with the HCBS Coordinator, which includes person served concerns, direct staff issues, financial and property concerns. 
_____9.
Provide the training, and regularly monitoring, for direct support staff assigned to person served budgets to assure that all monies are accounted for and all receipts, balances, etc. are accurate and timely using P.I.’s budgeting procedures. Maintain person served financial database accurately and regularly close down/reconcile person served budget and database.
_____10.
Responsible for accurate records and monitoring  documentation including the appropriate forms as it relates to licensing standards as well as P.I.'s policy and procedures by completing weekly log reviews and scheduled observations.
_____11.
Give input in budget development and implementation for assigned 



departments. Monitor and implement necessary corrective actions when income or wage issues occur in assigned departments.
_____12.
Maintain direct services which are high in person served, family/guardian and funding agency satisfaction.

_____13.
Demonstrate ability to use re-directional de-escalating techniques to 




maintain a calm and flexible demeanor when confronted with disruptive 




behaviors.

_____14. 
Provide encouragement, support, leadership, training, and correction, and



evaluation as necessary, for service team and individual direct support 



staff assigned. 
_____15.
Keep informed of all programming and administrative changes by 



maintaining open communication with all team members, checking 



mailbox and the company’s informational system.

_____16.
Responsible to read and be familiar with the HCBS regulations and to see 



that the 20 outcomes are present for each of the persons served in your assigned departments.

_____17.
Attend HCBS provider meetings, house meetings, team meetings, 



enrollment meetings and other informational meetings, as appropriate for 


site managers.
_____18.
Hold regular house and team meetings.

_____19.
Update current modules within Therap and transportation tracking for


individuals on your caseload.  Train direct support staff to ensure data is


current and correct.

_____20.
Work a flexible schedule, which should include some evening and 



weekend hours with an average of 30 hours of the work week spent 



between assigned sites.  Have contact with all assigned staff on a bi-



weekly basis.

NONESSENTIAL RESPONSIBILITIES
_____20.
Have current Progress Industries phone numbers listed and available to staff for emergency situations.

_____21.
All other duties assigned.
MINIMUM REQUIREMENTS
1.
Be at least 21 years of age.

2.
One of the following qualifications must be met:  a) A bachelor's degree from an accredited college or university in the social or behavioral sciences and one year post-degree experience in the delivery, planning, coordination or administration of human services, b) A high school degree (or its equivalent) and five years post-degree experience in the areas outlines in #1, and c) A combination of post high school education or experience as outlined in #1 totaling five years.  At least one year must be experience.

3.
Ability to exercise sound judgment and quick decision-making when the situation requires.

4.
Ability to communicate effectively and respectfully with others.

5
Possess "leadership ability" as it relates to supervision and training of staff.
6.
Ability to be creative and advocate when giving input to "program of training" for the person served.
7.
Maintain a valid Iowa Driver’s License with a good driving record, and a private 

automobile used to carry out job duties. Hold adequate liability insurance (required: 

$100,000/$300,000/$50,000).
8.
Be available for on-call assistance when emergencies arise at assigned sites.

9.
Complete DMACC approved Medication Managers course and attend all mandatory training required of this position.
10.
Be proficient in computer skills, which may include Word, Excel,  Therap, Person Served Financial Database, etc.  
OTHER ESSENTIAL REQUIREMENTS
Sociological - Must be able to work effectively and amicably with co-workers, clients, families and other departments within P.I. and people in the community. Must be able to communicate both in written and verbal form with clients, families, co-workers and other agencies.

Hearing - Must be able to facilitate meetings and deal with clients, co-workers, families and the general public on the telephone and in person.

Sight - Ability to decipher hand written materials.  Must be able to fill out paperwork and use a computer.

Physical - Have the physical stamina and dexterity as required for interventions (i.e. ability to bend, reach, lift 50 lbs, ambulate stairs) and to perform behavior intervention techniques.

REPORTS TO:
HCBS Coordinator
SUPERVISES:
HCBS Staff
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