AGENCY NAME
JOB DESCRIPTION

POSITION TITLE:  Supervisor
POSITION CODE: 
PROGRAM / DEPARTMENT:  Any
FLSA   STATUS:  Exempt

REPORTS TO:  Director

POSITIONS SUPERVISED:  Mentors/Staff  (as assigned)





Support Supervisors/Staff  (as assigned)

POSITION SUMMARY: The incumbent manages a service or services with a range of responsibility for human, physical and financial resources.  Typically, this includes both the Direct Service Staff and Technical or Support activity, which may include financial and/or reporting processes, paraprofessional and/or secretarial functions, and physical facilities.  The position requires the ability to work both independently and as a member of a team, and the ability to facilitate teams to accomplish clear outcomes.

DUTIES AND RESPONSIBILITIES:  


1.
ENSURES THE DELIVERY OF QUALITY SERVICES



By



Providing leadership, including planning, directing, organizing, and influencing the work of others.  Developing and accomplishing goals and objectives, continually evaluating processes and outcomes to ensure that services are delivered, and continuously improved, in an effective and culturally competent manner.  Integrating delivery of service with the primary mission and strategic and operational objectives of the Agency.


2.
DIRECTS EFFICIENT OPERATIONS



By



Overseeing staff coverage sufficient to maintain responsive services, assessing utilization, workflow, and the activities of Technical/Support Staff as assigned, designing and improving processes that continuously improve customer service, auditing records and other documents for accuracy and timely completion in order to meet regulatory, legal, and/or accrediting requirements, developing and analyzing information and reports for internal management and control using a management information system, assuring the adequacy of equipment/facilities/work areas, as needed.


3.
DEVELOPS HUMAN RESOURCES



By



Recruiting, and recommending qualified applicants for employment, orienting, continuously training and coaching staff, communicating, monitoring, and setting performance and productivity standards, appraising performance, developing and implementing a staff development plan that enhances service, supervising the work of assigned staff, contractors and/or the learning experience of students and interns.


4.
MAXIMIZES REVENUE



By



Negotiating rates with payors/funding sources subject to the approval of the Chief executive Officer.  Monitoring progress and outcomes of each service contract and financial source documents that ensure adequate income, working with the Chief Financial Officer and/or Budget Manager in the development of the budget, authorizing major expenditures within budget, routinely reviewing financial statements and balancing income vs. expense, developing standards for units of service and costs per unit, seeking new or additional funding, writing or working with the grantwriter to develop grant proposals.



Meeting funding source requirements, reviewing, preparing and updating contracts and financial source documents to ensure adequate income, working with the Budget Manager in the development of the Program Budget, authorizing expenditures within budget, monitoring income vs. expense, units of service and costs per unit, seeking new or additional funding, writing or working with the grantwriter to develop grant proposals.


5.
PROMOTES EFFECTIVE, INTEGRATED SERVICE DELIVERY



By



Developing and communicating knowledge of the agency’s services, providing relevant information to assigned staff, establishing and working on cross functional Mission, Vision, Philosophy (MVP) teams, encouraging appropriate use of agency services through intra-agency referrals and collaborative service efforts, proposing innovations that strengthen the Agency’s services, networking, cooperating and/or collaborating with other agencies, organizations and community groups.


6.
DEVELOPS PROGRAMMING



By



Assessing consumer/consumer and community needs, researching and designing innovative and effective models of service, working with other organizations, funders and/or community representatives to design, fund, and implement programs.


7.
ENHANCES CONTINUOUS IMPROVEMENT



By



Reading, attending appropriate conferences, and taking the initiative to be informed of developments and changes in the field, the results of recent studies, national standards, and the activities of similar organizations.

8. FOSTERS AN AGENCY CULTURE OF COOPERATION

By

 

Focusing on problem resolution and activities that support the agency mission.


       Communicating information to the staff.

       Participating with other staff on selected special projects.

       Cooperating with agency personnel to facilitate program operations.

9. MANAGES CONTRACTS

By



Monitoring contract compliance.



Assuring required documentation is obtained.



Annually reviewing contract compliance with contractor.



Reviewing contracts annually in a timely manner.

10.
PERFORMS OTHER TASKS THAT ARE SPECIFIC TO THE SERVICE PROVIDED AS FOLLOWS:

MINIMUM QUALIFICATIONS:

Education and Training:  A Master’s Degree in Social Work, Psychology or a related field with appropriate licenses, or a Psychiatric Nurse with appropriate licenses. (different agencies will have different expectations for the minimum qualifications.  This needs to be customized as many other parts of the job description by each specific agency)
Experience:  At least five (5) years of progressively responsible experience in social services required; at least two (2) years of management experience recommended.  There is no equivalency.

SPECIFIC POSITION REQUIREMENTS:
1.  Ability to be sensitive to the service population’s cultural and socioeconomic characteristics.

2. Commitment to empowering others to solve their own problems.

3. Commitment to valuing a nurturing family as the ideal environment.

4. Conviction about the capacity of people to grow and change.

5. Ability to establish a respectful relationship with persons served to help them gain skills and confidence.

6. Ability to work collaboratively with other personnel and / or service providers or professionals.

7. Capacity to maintain a helping role and to intervene appropriately to meet service goals.

8. Ability to set appropriate limits.

9. Skill in application of the principles and methods of management, including Total Quality Management, Human Resources, Fiscal and Operations Management.

10. Ability to be creative and flexible and to adjust to a rapidly changing service delivery and work environment.

11. Ability to exercise sound judgment and to communicate effectively orally and in writing.

12. Ability and willingness to work flexible hours.

13. Valid PA Driver’s License, reliable transportation, and ability to drive.

14. Child Abuse Record Clearance (ACT 33) & Criminal History Record Clearance (ACT 34) required.

15. Extensive knowledge of current theories, practices, and trends in social services.

16. Specific Program Requirements:

A. Service Coordination:

a. Supervision of staff – Supervises up to nine service coordinators

b. Mentors

i. Provide support to mentors during the training of new mentors

ii. Provide supervision to mentors assuring the quality of mentoring 

1. Caseload size meets expectations of mentors

2. Productivity is reduced to meet expectations of mentors
3. Monitor Mentor activities and meet regularly with the Mentor to ascertain new employee’s progress. Will maintain supervisor notes of all supervision sessions that also include mentoring progress and consultation with the Mentors.

iii. Assist in Mentoring activities if the mentor is not available or needs assistance.

iv. Maintain clarity of roles between supervisor (set expectations, assigns work and evaluates performance and mentor (training with input into the probation performance evaluation)

c. Single Point of Accountability assures that: 

i. Staff effectively provide the SPA Affirmative Responsibilities: 
1. Be the “go-to” resource for the person served, his/her family and the system of care.
2. Assure that there are effective “safety net” resources for the persons served.
3. Clearly communicate to the person what they can expect from the system and what the system will expect of them.
4. Assure there is periodic assessment & cross-system planning to meet the needs while utilizing their strengths.
5. Prepare for, convene/facilitate service planning meetings and provide follow-up after meetings.
6. Assure there is cross system coordination of services and that services are being provided.
7. Develop relationships that endure with persistent outreach even when there is reluctance to receive services.
8. Assist the person served in developing and using natural supports.
9. Be a persistent advocate for those served and give feedback on systemic problems.
10. Provide a consistent positive outlook which encourages recovery and full inclusion in the community.
ii. Policies and procedures are developed and maintained related to the SPA Affirmative Responsibilities



The intent of this job description is to provide a representative summary of the major duties and responsibilities performed by incumbents in this position.



Incumbents may be requested to perform job-related tasks other than those specifically presented in this description.

APPROVED:  ___________________________________     DATE:  ___________________

                                Immediate Supervisor

APPROVED:  ___________________________________     DATE:  ___________________

                                Chief Executive Officer

EMPLOYEE:  ___________________________________     DATE:  ___________________

Coordinator


