ANNE GRADY CORPORATION
JOB CLASSIFICATION:
Respite Manager
DEPARTMENT:
Respite
TITLE OF POSITION:
Respite Manager
IMMEDIATE SUPERVISOR:
ICF Director 
NORMAL WORKING
   HOURS AND SCHEDULE: Assigned

JOB DESCRIPTION AND WORKER CHARACTERISTICS

KNOWLEDGE, SKILLS, AND ABILITIES:  1) Bachelor’s Degree in Human Services related field required; 2) Minimum of one (1) year experience working with individual’s with developmental disabilities required; 3) Minimum one (1) year of supervisory experience required; 4) Knowledge of Anne Grady Services policies and procedures; 5) Knowledge of Medicaid and Licensure regulations; 6) Ability to lead/motivate others; 7) Effective communication skills; 8) Knowledge of service plans; 9) Ability to work flexible hours; 10) Valid driver license, proof of auto insurance, clean driving record required; 11) Ability to push, pull, bend, sit, stand, and stoop for extended periods of time; 12) Ability to lift 50 pounds; 13 CPR/First Aid required; 14) Medication Administration Certification required
POSITION RESPONSIBILITIES
1.
Assists in ensuring the delivery of services set forth in Individual Service Plans (ISPs) for individuals receiving respite services.

2.
Assists in ensuring the provision of active treatment is met for the individuals receiving respite services.

3.
Assists in ensuring compliance with relevant local, state and federal laws, standards, and regulations.
4.
Assists in hiring, supervising, evaluating and managing performance of respite staff. Ensures all supervisory and direct care employees are appropriately hired, supervised, and evaluated. Ensures adequate training and development of employees. 
5.
Assists in ensuring adequate direct care staffing for the respite department and efficient operation of the Respite Department.
6.
Attends Team, ISP, and IEP meetings for Individuals receiving respite services, as needed.

7. Communicate with community and family members in a positive and professional manner.
8.
Ensures the physical environment of the respite home is well maintained. 
9.
Assists, as needed, nursing to ensure that health services are provided in accordance with individuals’ needs and all applicable according to local, state and federal laws, regulations and standards.
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       10. Maintain professional communication, both verbally and written, with staff supervised, ICF Director and 
other members of the interdisciplinary team. Works and communications with other departments in a 
positive and professional manners. 
11.  Represents the Anne Grady Services Administrator, ICF Director and/or Executive Director as time and place dictates. 
12. Functions as an active member of the management team, administrator on call team, respite admissions team and other committees as assigned by the ICF Director.

13. Attends meetings/conferences as assigned by the ICF Director. 

14. Markets/promotes respite services through marketing strategies developed and executed in conjunction with the development team.
15. Coordinates all schedules and services for respite stays including ensuring written verification of funding.
16. Ability to transport individuals served in personal or company vehicles as needed.
17. Coordinates documentation books, summary sheets and supervision levels for all respite stays.

18. Maintain accurate and complete files on everyone receiving services.

19. Ensures that individuals are free from abuse and neglect to the extent possible and reports to a supervisor immediately knowledge of any situation that may infringe or may have infringed on an individual’s right to be free from abuse and neglect.
20. Exemplifies Corporation philosophy and follows all policies and procedures

21. Performs all other related duties as assigned.

List of positions directly supervise.
  

If more than eight, list totals only.


Respite Staff Coordinator
Respite Care Workers

________________________________________

Signature of Department Director              Date

______________________________________

Signature of Employee                               Date
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