PAGHS JOB DESCRIPTION

	Position No.
	Job Title
	Department / Division

	
	Independent Living Program Manager
	Homes __________; 

On Call Manager


	Immediate Supervisor(s):  
Executive Director; Program Director



	Subordinates: 
ILP Support workers

	Summary of Position: 

Develops, implements and evaluates programs for Independent Living Program clients and ensures that participant’s quality of life is enhanced. Holds primary responsibility for supervision of ILP staff and programs; is also responsible to PAGHS Board / Committees

	TASK DESCRIPTION

	Duties and Responsibilities:

A. Administrative [Re: Executive Director]

1. Work with the Executive Director in promoting and implementing PAGHS’ Vision, Mission and Objectives.

2. Is responsible to uphold and implement all PAGHS Personnel Policies and procedures.

3. Prepare and oversee program budget and expenditures for the ILP. 

4. Maintains financial records for trustee accounts for participants.

5. Assist the Executive Director in preparation and submission of annual budgets and project specific budgets.

6. Represent the Executive Director in the implementation of all aspects of staff supervision, training and discipline.

7. Active participation in staff recruitment, interviews, hiring and orientation. 

8. Maintain client records including: person centered plans, assessments, etc.

9. Collecting and reviewing staff reports, progress notes and monthly summaries including mileage reports,

10. Prepare required reports for community funding agencies and PAGHS Board committees and submit these to the Executive Director monthly.

B. Program [Re: Program Director]

11. Facilitate Participant Assessments and Personal Program Plans that include both short and long term goals. 

12. Develops programs to address developmental. Behavioral, medical and social needs of participants. 

13. Coordinates routine and emergency medical services as required. 

14. Provides direction and support to all ILP staff.

15. Implements, evaluates and modifies programs as needed and ensures regular progress reports are completed.

16. Welcomes and provides orientation for new program participants. 

17. Prepares individual Program Reviews.

18. Facilitate referrals to outside agencies as required.

C. Supervisory

19. Prepares schedules and assigns tasks for ILP staff 

20. Provide initial and ongoing training to ILP staff in relation to all aspects of developmental programming. 

21. Conducts probationary and annual performance reviews with staff and makes recommendations for further training.

22. Provides feedback and coaching and deals with staff discipline issues. 

23. Participates in regular Professional Development opportunities and consults with the Executive Director and Program Director regarding emerging training needs of staff.



	Hours Worked

40 hours per week total

Breakdown: 

Administrative / Supervisory Tasks      24 hrs

Client Contact / Direct Support             12 hrs

Program Development / Planning           4 hrs



	


