	Northeast Arc, Inc.
JOB DESCRIPTION

	Title:  House Director 
	Division:  Residential Services and Supports

	Supervised by: Assistant Residential Director/Residential Supervisor
	Supervises:  Assistant House Director, House Managers, Relief Staff

	Description/Responsibility:  To provide quality living supports and be responsive to individuals and staff at all times.  Ensure that the North Shore Arc Residential Division reflects the mission statement and vision of the agency.

	Duties: 

Knowledge/Skills/Quality of Work:

· Demonstrate and implement knowledge of NSArc Policy and Procedures as well as DMR Regulations

· Work apart of the residential team and assist peers as needed

· Posses a working knowledge of all NSArc housing systems and services

· Understand the clinical and social needs of the individuals receiving services

· Apply a high work standard, establish criteria to achieve a high level of service or productivity

· Apply and utilize the NSArc mission statement in day to day operations

Rights and Dignity:

· Ensure that the human, civil and legal rights of all individuals are protected
· Teach and promote dignity, rights of choices and reasonable risk with individuals and staff

· Facilitate community experiences for each individual that fosters skill acquisition, relationship building and independence

Responsibilities:

· Complete ISP documentation according to NSArc Policies and Procedures and DMR Regulations

· Completes Health Care Records and HCSIS according to NSArc Policies and Procedures and DMR Regulations

· Complete incident reports according to NSArc Policies and Procedures and DMR Regulations

· Ensure that weekend notes, house profile and team support books are updated, thorough and accurate

· Provides safe coverage during homes for vacations

· Provide timely and accurate reports to the House Committee

· Participate in Director’s Meeting, JAMM Session and other meetings as deemed necessary

· Participate in Agency trainings and committees as assigned

· To provide hands-on support at the house

Communication:

· Be effective in both oral and written communication

· Be able to communicate and supervise with a diverse workforce

· Be able to effectively communicate with families/guardians 

· Be able to effectively communicate with outside agencies

· Be responsive to phone calls and emails in a timely manner

· Keep team members aware of daily schedule

· Be responsive to Team Support Calls and Answering Service

· Follows HIPPA guidelines and maintain confidentiality

Judgment:

· Have an ability to make sound and appropriate interventions

· Able to adjust priorities to assist in responding to critical needs

· Be able to make sound clinical decisions and appropriate interventions

· To seek assistance by appropriate people when necessary

Program Management:

· Ensures that programs/houses meet all standards as established by DMR, DPH, CARF, Quest and other funding sources
· Ensures that self and staff maintain current required trainings

· To demonstrate techniques (transfer, lifting, ADL’s, equipment use, etc) to staff through hands teaching

· To be able to offer proactive management skills that prevent/limit crisis

· Ensure that house/apartment is clean and safe

· Ensure that systems within the house are updated and supplies available
· Ensure that house is staffed with trained individuals and minimal ratios are maintained at all times

Fiscal Management:

· Monitor budget, provide oversight of day-to-day operations within budget guidelines
· Submit bills and billing information in a timely manner
· Complete payroll and staff change alerts on a weekly basis
· Work with business office to gain and maintain entitlements
Leadership Skills:

· To hire, mentor, supervise and evaluate staff for house
· Utilize strategic planning process to foster change
· Is approachable and responsive to staff

Staff/Co-Worker Relations:

· To follow agency standard in Code of Conduct

· Manage interpersonal conflict utilizing standard conflict resolution techniques

· Assist people in feeling valued

· Provide staff opportunity for growth and career development

· Encourage staff to maintain appropriate boundaries regarding personal versus professional issues

Any other duties that, from time to time, may be requested.

Safety:

1. Maintain a safe working environment as determined by the NSARC policies.

2. Follow Universal Precautions at all times.

3. Wear protective equipment ( i.e. gloves, masks, eye wear, back belts, etc.) as necessary.

	Works Closely With: BS/BA and 3 years Human Service Experience.  MA and 2 years Human Service Experience.

	Requirements:  

	UFR job classification: 102
	Overtime status:  Exempt

	Approved by:
	Date: 02/07/09


