[image: image1.jpg]A

Made Easy, Inc.









Internal Job Posting
Title:
Program Manager – Living Room Model

Status: Full-time/Non-Exempt
Shift:
3:00pm – 11:00pm, 37.50 Hours Weekly (includes some weekends and holidays)




Reports to:  To Be Determined 




Posting Period:  07/12-07/18/2017

Primary Job Summary

The Program Manager is responsible for overseeing the day-to-day operations of the program in accordance with program guidelines to ensure value based outcomes are achieved and documented accordingly.   In addition, the program manager will be directly responsible for the supervision of peer staff (employees, interns and volunteers) as well as providing support to the clinical staff.

Qualifications

· Bachelor of Arts Degree in Human Services, or related field and one (1) year of experience providing mental health services; Associate’s Degree in Human Services or related fields and two (2) years’ experience providing mental health services; or High School Diploma/GED and three (3) years’ experience. 

· Minimum of (2) two years of prior supervisory experience in a similar or like field.

· Completion of the peer advocacy training program.  Academy of Peer Services Certification must be completed within the employees first 6 months in this position if the employee is not currently certified. 

· Must have a valid Class D Driver License, reliable transportation and automobile insurance.  

· Must have had active participation in mental health self-help activities, peer support or peer advocacy programs or recipient-run organizations or similar experiences or programs.   
Essential Job Duties:

· Carries out management responsibilities in accordance with program, regulatory and agency policies and procedures.  This includes, but is not limited to, the coordination of communication/information sharing amongst the three agencies involved in the Living Room Model.  (Housing Options, Independent Living Center, and Restoration Society “RSI”)

· Responsible for ensuring that contractual obligations are fulfilled within established company policies and procedures.

· Accurately and timely completion of all required documentation, including but not limited to case notes, individual service plans and statistical reports.

· Coordinates with other community support providers to ensure appropriate linkages. 

· Attends and participates on external and internal planning, coalition and collaboration meetings as requested by management.

· Identifies and makes recommendation to assigned manager/director for office and job resource needs, including staffing needs, office supplies and equipment. 

· Responsibilities include interviewing, selection and training of employees, planning, assigning and directing work; providing input for performance appraisals; addressing complaints and resolving problems in coordination with their assigned manager/director.

· Maintains a positive, cooperative attitude with staff, participants and providers.

· Ensures facility is maintained for cleanliness and safety, filing is completed, and office supplies are ordered through administration in accordance with company procedure.

· Coordinates and maintains solid working relationships with partnering agencies, providers and governmental entities.

· Coordinates and assists with processing intakes and case logs.

Interested candidates should send your resume and cover letter to: 
Tara Hohman, 75 Jamestown Street, Gowanda, NY 14070 or email to tara.hr@housingoptions.org.
The Americans with Disabilities Act of 1990 (ADA) prohibits discrimination by employers, in compensation and employment opportunities, against qualified individuals with disabilities who, with our without reasonable accommodation, can perform the “essential functions” of a job.  A function may be essential for any of several reasons, including: the job exists to perform that function, the employee holding the job was hired for his/her expertise in performing the function, or only a limited number of employees are available to perform that function.

