
OCCUPATIONAL DEVELOPMENT CENTER, INC.

JOB DESCRIPTION

Job Title:

Division Manager 

                             Approved By:______________

 Salary Range:       
Unclassified 



                 Date:                 ____________
Supervised By:     
President/CEO
Supervises:
    
 All Division Team Members and Consumers

Personnel Classification:
Leadership Team, Level 5
GENERAL DESCRIPTION

The Division Manager oversees the operation of all departments and maintains a high level of integrity in all areas of operations.  This position holds overall responsibility for division performance including, but not limited to, supervision, production, programs of service, payroll, safety and training.   Furthermore, this position will insure a positive, high profile image of the ODC within the community and surrounding communities.

KNOWLEDGE & EXPERIENCE

Bachelor’s Degree in business, industrial or human services area or an Associate’s Degree in business, industrial or human services area plus four (4) years of extensive work experience.  Proven supervisory and management experience.  Experience in analyzing costs to make decisions affecting corporate profit and loss. Proficient in Microsoft applications including Word and Excel.  An understanding of the vocational rehabilitation and/or manufacturing processes would be beneficial.
SKILLS & ABILITIES

Must have the ability to create a positive work environment and utilize effective communication skills at all levels of the organization.  Effective analytical, problem-solving and decision–making skills to evaluate and respond to necessary changes.  Ability to work effectively with others in a multi-tasking environment.  Strong interpersonal skills enabling him/her to establish strong professional relationships with ODC customers, effectively lead Team Members, and develop an effective, supportive relationship with stakeholders to enhance the goals of the division as well as the corporation.  
OTHER QUALIFICATIONS

This is a key position within the corporation and must be capable of assuming a leadership role in collaborative management.  Travel as necessary for company meetings.
COMMENTS

Must accept and actively support the Mission and Vision of ODC and adhere to the professional Code of Ethics by: demonstrating sensitivity, respect and an understanding of the special needs of individuals with disabilities; embracing the cultural diversity of experiences and knowledge among the people we work with; serving as a positive role model in dress, speech and behavior; maintaining consumer confidentiality; and complying with policies and standards set forth.
Job descriptions are considered to be classification and recruiting tools and are not intended to limit the assignment of work.
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SPECIFIC DUTIES AND RESPONSIBILITIES

1. Assures that the consumer program meets/exceeds the standards of care and practice for vocational rehabilitation and monitors continuous quality improvement activities, inclusive of policies, procedures, program outcome measurements and program evaluation.

2. Coordinate and supervise the manufacturing process including, but not limited to: production lay-out and flow; raw materials; quality control; product delivery; labor analysis; and, analyze potential products or contracts for labor, material, production flow and equipment requirements.

3. Implement the procedures of the transition programs of Employee Planning Services (EPS) and Placement.  Monitor the progress of participants, ensure the appropriate reports are completed, and submit the results to the team for review and input.

4. Monitor individual consumer programs relevant to the division including Center Based Employment, Community Employment, Supported Employment and HTC.  Make recommendations to your Team Members in regards to daily programming of all consumers.

5. Monitor the intake of new referrals by ensuring referral information is organized, background check is complete, appropriate staffings and tour are scheduled, and Team Members are familiarized with the referral, etc.

6. Ensures compliance with licensing, reporting and funding regulations, as well as the fiscal administration of the program, including billing and required financial reports.

7. Develop and maintain a professional working relationship with business partners, human services, schools and other pertinent entities and individuals throughout the community and surrounding areas.

8. Oversee processing and dissemination of all program and production paperwork including, but not limited to; time and motion studies; inventory; capital expenditure reports; shipping and receiving; quality control; and, weekly management reports.

9. Approve capital expenditures, equipment or repairs costing less than $500 and prepare and review all capital expenditures, equipment or repair quotes or bids in excess of $500 with Vice President of Finance.

10. Selects, develops, retains, motivates and organizes the workforce for optimum use of its capabilities. 
11. Hold all staff accountable for their job responsibilities in accordance with corporate policies and procedures.  As needed, apply and document discipline timely and consistently.
12. Assure the buildings and grounds are neat, clean and organized in a safe and appropriate manner by establishing building maintenance, repair and renovation priorities with supervisor.

13. Establish and monitor maintenance schedules for all equipment and vehicles to assure safe and proper operating conditions.

14. Fabricate or obtain elsewhere the appropriate fixtures and jigs to maximize consumer participation and insure safe, efficient and cost-effective production.

15. Participate in the Safety Program by establishing safety procedures and evacuation plans (fire, tornado, etc); assure semi-monthly safety meetings are conducted by the floor supervisors; enforcing safety rules; developing safety awareness on the floor; reporting of unsafe conditions for remedies; and, reporting all injuries in a timely manner.

16. Implement and monitor the policies, procedures, forms, reports, and documents to ensure compliance with the Company’s certifications such as CARF, Wage & Hour, Department of Human Services and Vocational Rehabilitation Services.

17. Identify, propose and, in some cases, provide in-service training needs for Team Members in the division.  Serve as the division’s Direct Course web-based training administrator and assign training courses as required.
18. Represents the ODC and program in the wider community ensuring effective communication and collaboration.

19. Collaboratively with the Vice President of Finances, prepare and monitor the annual budget and service contracts.  Utilize financial tools and analyze financial reports to identify and address trends and issues in division performance.
20. Schedule and lead weekly staff meetings to strengthen internal relationships, share/exchange information, get feedback, plan and collaborate to achieve common goals.  Forward meeting minutes to Leadership Team members.
21.  Perform other duties as assigned and as changing conditions require and new opportunities arise.
I have reviewed these job requirements and verify that I can perform all essential functions of this position.

________________________________________________

          ______/_____/_____

Signature








          Date


