
OCCUPATIONAL DEVELOPMENT CENTER, INC.

JOB DESCRIPTION

Job Title:

Site Supervisor



 Approved by:   _______________                        
Salary Range:     
Unclassified



 Date:                 _______________
Supervised By:    
President/CEO
Supervises:
     
All site employees and persons served
Personnel Classification:
Support Staff, Level_______

GENERAL DESCRIPTION

Responsible for site oversight, including scheduling and supervision of staff. Involved in problem solving and day to day conflict resolution. Communicates regularly with all members of the team, including families and case managers. Is a resource to site staff providing and scheduling necessary trainings as well as providing direction on the day-to-day routine of the site, person served routines, and ODC’s policies and procedures.  Ensures active and meaningful habilitation is provided in accordance with ODC’s regulations. Implements and supervises general program functions. Observes ODC’s policies and procedures to ensure safety of and promote the well-being of persons served and the protection of their individual rights. 

KNOWLEDGE & EXPERIENCE

Associates Degree in a Human Service field and at least two (2) years of experience in working with individuals with developmental disabilities preferred.  Minimum requirements would be high school diploma or equivalent, fifty (50) hours education and training related to human services and disabilities and four (4) years of full-time work experience providing direct care services to persons with disabilities or persons age sixty-five (65) and older under the supervision of a designated coordinator (MN Statutes 245D.081). 

Provided the Division Manager meets the designated coordinator qualifications, this position may be under filled to allow an individual to satisfy the criteria through on-the-job training. The timeframe for completion would be outlined in the employment offer.
SKILLS & ABILITIES

Manage multiple priorities while maintaining effective levels of person served service. Ability to stay calm and level-headed under pressure. Demonstrate good judgment, sensitivity, objectivity, and tact. Good verbal and written communication skills.  Foster teamwork between all team members via open communication, sharing of responsibilities, and a positive, constructive attitude. Basic computer literacy, including use of email, Microsoft office and internet.

OTHER QUALIFICATIONS

Valid, appropriate driver’s license and insurable driving record.  Must possess or be willing to obtain a current CPR and First Aid Certificate. Must be medically certified to distribute medications to persons served.  Employment will be contingent on successful completion of a Department of Human Services Background Study.

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 Person Served confidentiality; and, complying with policies and standards set-forth.

Job descriptions are classification and recruiting tools and are not intended to limit the assignment of work.

Rev. 02/21

Site Supervisor Job Description

Page 2

SPECIFIC DUTIES AND RESPONSIBILITIES

1. Communicates any issues and needs to the correct parties and is responsible for day-to-day operation of the site. Serves as primary supervisor for assigned staff.
2. Provides training to newly hired staff. Implements and follows the coaching plan ensuring staff receives the necessary and appropriate training to perform their job duties at assigned sites. Ensures new and current staff are registered to attend all agency mandated and necessary training. Corrects and coaches staff as needed for the smooth and appropriate running of the site. Completes core competency-based performance reviews.
3. Ensures site schedule is staffed to meet the needs of persons served, including programming, employment sites, and recreation outings, while minimizing overtime. Ensures schedule meets all safeguard staffing ratos. 
4. With assistance from Human Resources, conducts staff interviews, screening, reference checking and other aspects of the hiring process. Provides feedback, both written and oral, to President/CEO and other leadership staff regarding individual or facility-related concerns.
5. Ensures individual plans support community participation and contribution. Ensures that specific valued outcomes frequency for everyone is met. Informs staff of documentation to be completed and follows up ensuring its completion. Evaluates and reviews daily billing documentation.
6. Coordinates with staff to plan shift to ensure that all needs are met, tasks accomplished, and assignments completed. Updates and notifies President/CEO or other supervisor(s) on mutual concerns and activities of the site.
7. Helps ensure the positive appearance of the facility by conducting routine inspections, timely reporting of facility maintenance needs.
8. Provides training in various activities of daily living, self-help, communications, safety and interests, helping each person improve his or her ability to function more independently. Assists individuals in sorting through choices. Works with individuals on specific written goals and outcomes during assigned shift, in accordance with plans, desires and life goals. Documents appropriately.
9. Completes appropriate documentation. Implement behavior management plans as written. Documents interventions or behaviors, as required, on appropriate forms. Communicates changes in regiments and plans to staff.
10. Accompanies individuals to off-site activities or in the community to provide general supervision, skills training, or assistance as may be necessary Assists in planning group leisure activities, recreational events, and outings.
11. Conduct site meetings, maintaining minutes and providing feedback on participant requests. Meets periodically with other ODC Leadership. 
12. Conducts safety drills, maintaining appropriate records of response and evacuation times. Gives feedback to staff on drills needed or completed.
13. Meets periodically with other ODC Leadership groups. Attends in-service training sessions, staff, or other meetings at the request of the President/CEO. 
14. 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

