	Northeast Arc, Inc.
JOB DESCRIPTION

	Title:  Family Resource Center  Senior Coordinator
	Division:  Family Support

	Supervised by Director of Family Resource Center
	Supervises:  

	Description/Responsibility:  Overseeing and participating in the delivery of family support services:   assisting families in the process of identifying and accessing supports necessary to alleviate stress and promote the health and integrity of the family.  

	Duties: 
· Oversees and participates in case management of families that have been prioritized by the Department of Developmental Services. Assists families in the development and implementation of annual Family Support Plans as needed.   Conducts a minimum of one home visit (face to face) per year with each family prioritized by DDS.  Other home visits conducted on an as-needed basis.  Monitor budgets of families that have been prioritized by the Commission for the Blind and supervise staff.  
· Senior FRC Coordinator, acts to deliver, track and document family support services for as many as 150 families, including:  

· respite:  Assumes an active role, with all team members, in the development and implementation of the provider recruitment plan.  Hires, Matches, Trains and Supervises agency providers

· flexible funding: works with DDS and Director  of Family Resources to identify families in need 

· service navigation: provision of comprehensive and individualized information, guidance, and support to families to address their needs, connect them to potential resources, assist with problem-solving, and help them navigate the service system. 

· support groups:  Responds to specific requests for parent support groups arising through I & R calls or through annual surveys.  Coordinates and facilitates up to two support groups each month. 
· cultural competence: Develop and provide specific services to meet the identified needs of cultural and/or linguistic minorities within their neighborhoods (possibly support groups, trainings or after school programming). Develop, in conjunction with program Director, in-service trainings for staff to develop cultural competence.  

· parent training:  Participation in development and implementation of annual workshop series 

· sibling support:  Participation in the Northeast Sib shops Collaborative

· web-based information exchange:  Participates in, and encourages families to connect to the Northeast Arc through social media.
· electronic newsletters: Contributes to its content and solicits parent input.  

· information and referral: Uses resource database to search for necessary goods, services and supports.     Notifies administrative assistant of needed additions to and deletions from the database 

· crisis intervention: Assists families in crisis by actively listening, delivering family supports as available, and by notifying the Assistant Division Director, North Shore DDS office, and, when necessary, other authorities (Department of Children and Families, Police, etc.)  

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

· Safety:

· Maintain a safe working environment as determined by NSARC policies.

· Follow Universal Precautions at all times.

· Wear protective equipment (i.e. masks, gloves, back belts, eyewear, etc.) as necessary



	Works Closely With: Assistant Division Director  Family Resource Center  Director, Administrative Assistant 

	Requirements:  Bachelors Degree, Proficient in Microsoft, Word, Excel, Access, Power Point 

	UFR job classification:  133
	Overtime status:  Exempt
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	Date: 10/01


