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FAMILY OUTREACH, INC.

BCBA JOB DESCRIPTION

______________________________________________________________________

I.
ASSIGNED DUTIES AND TASKS

Position overview:
This position is a BCBA for the Supported Living Program (Helena, Butte, or Bozeman).  The position is responsible for developing and overseeing Quality Assurance Standards for programs administered by Family Outreach, Inc.  To ensure that consumer needs are effectively met according to state requirements, adherence to professional standards: developing partnerships and Providing TA to local office staff, Program Managers, and Direct Service Providers (DSPs).  This position reports to the Executive Director.
A.
Supported Living Program Development and Oversight




40%

Develop and oversee programs administered by Family Outreach, Inc. to ensure that community and consumer’s needs are effectively met according to state requirements and applicable program standards.

1. Participate in strategic planning to establish office goals, objectives, and work plans using input from the staff to guide program development.  This includes ensuring that programs remain current with state standards; ensuring effective collaboration with a variety of other programs impacting populations served; and ensuring the coordination and integration of programs within the corporation.

2. Develop and execute operational strategies necessary to accomplish goals.  This includes organizing and leading task forces and special projects and coordinating the efforts of service providers and consumers, other agency work units, as well as state and federal agencies involved in developmental disability issues.

3. Participate in the annual program evaluation by gathering program information as assigned; providing recommendations related to the data.
4. Annually reviews Supported Living policies and procedures and recommends updates as needed.

5. Expedites and verifies information used for performance reports to the state.

6. Ensure appropriate relationships among program staff, community-based agencies, and other partners.

7. Perform a variety of communications and public relations activities such as giving presentations and attending meetings to build awareness of Family Outreach programs and to increase support and local involvement in Family Outreach, Inc. programs and projects.

B.
Program Administration








35%

Review the local office budget, policies, facilities, and programing systems and activities to ensure effective program operations and compliance with organizational and state regulations.

1. Monitor compliance with established operational policies and procedures and achievement of goals through consultation and meetings with Individual Support Coordinators (ISCs), other BCBAs, the Program Manager and state officials. Will also conduct reviews of services and other activities that staff from Family Outreach are engaged in and consult with the Management team.
2. Ensure service quality, compliance with policy, and proper direction for program staff by reviewing PSP’s and providing feedback to the employees; monitoring monthly reports of employee performance; and providing technical assistance to employees when necessary.  Coordinates activities to resolve crisis situations and follows up on recommendations from the Incident Management Committee (IMC).

3. Provide information needed for the development of office and program budgets by reviewing allocations, recommendations from subordinates, project plans and objectives, and expenditures.  Develop recommendations for staffing and equipment needs.  

4. Review program expenditures to ensure the money is spent as designated and track funding levels through review of accounting reports and approval of expenditures.  Review all client expenditures and PSPs to ensure budgets are not exceeded and that Family Outreach, Inc. resources are used in the most efficient manner possible.

5. Assist the Program Manager on an as needed basis to develop contractual agreements and interagency service agreements with independent contractors and other agencies for specialized service providers, technical assistance, training, and other activities and projects.

C.
Program Management








20%

Assist in the recruitment, the selection, and training of staff.
1. Manage the program development and service delivery of the ISCs and DSPs by reviewing work plans, priorities, procedures, and monitoring progress through meetings and consultations.  Attend staff meetings, disseminate data, and promote information exchange for support and advancement of programing goals.
2. Develop and / or enhance on-the-job training to ensure that staff are provided with the appropriate training to fulfill their job duties including providing cross-training opportunities.  This includes the development programs as the Subject Matter Expert.

3. Assists with the development of the unit training plan to meet the training needs of staff through analysis of program effectiveness, new technology and policies, and staff performance.  Prepare, and possibly present training through training officers or partners and ensure consistency in the application of training opportunities for all staff.

4. Assist with new employee orientation.

5. As needed with ISCs and Local Employment Coordinators (LECs) to assist with Program Design and Development for consumers with behavioral challenges.
6. Ensure that staff complies with Family Outreach, Inc. policies and procedures. 

D.
Other duties as assigned








5%

Perform a variety of other professional and administrative work as assigned by the Program Manager.  This includes coordinating special projects and events, attending training and continuing education, may be called upon to provide backup for other Family Outreach staff (including filling in for other Program Specialist or the Executive Director as assigned).
__________________________________________________________________

II.
REPORTING REQUIREMENTS

The position is supervised by the Program Manager for Supported Living, and is responsible for coordinating with Program Managers, office staff, and the Business Office to ensure local office program activities are consistent and effective.  Work is performed according to Policies and Procedures established by the Family Outreach Board of Directors and administrated by the Executive Director.

__________________________________________________________________

III.
WORK RELATIONSHIPS/PERSONAL CONTACTS

The position involves contacts with consumers and their families, Program Managers, Local Employment Coordinators, Family Support Specialists, Individual Support Coordinators, Direct Service Providers, program staff, Business Office staff, state officials, and others to coordinate services, solve problems, oversee budgets, and provide related services.  The position is also responsible for providing or coordinating ongoing outreach, technical assistance, and training to families, LECs, FSSs, ISCs, and DSPs on policy, employment, family support and education services and related issues to keep consumers and families informed of service requirements and opportunities.  The position requires skill in communicating effectively both verbally and in writing.

__________________________________________________________________

IV.
WORKING CONDITIONS

Work is performed in a normal office environment.  The position may involve overtime and weekend work during peak workloads.  The position involves physical demands associated with travel by auto, working on a computer, communicating over the phone and in person, and light lifting and filing.

__________________________________________________________________

V.
KNOWLEDGE, SKILLS, AND ABILITIES

Knowledge:

The position requires advanced knowledge of the principles and practices of human services, developmental disability intervention, special education, and home-based education.  The position requires knowledge of technical writing; communications; strategic planning; grant writing and administration; outreach and public relations; budget management; human resource management principles and practices; and employment law.

Knowledge of state and federal regulations related to developmental disabilities, funding, waivers, and education; and Family Outreach service needs and operations is preferred.

Skills:

The position requires skill in motivating staff, the operation of general office equipment, public relations, accurately processing forms, organizing and prioritizing work, and in developing approaches to sensitive issues that have significant impacts on consumers and agency programs.
Abilities:

The position requires the ability to: project a positive image of the agency; communicate effectively verbally and in writing; establish and maintain good working relationships with staff including, direct service providers, families, and the public.  The incumbent must be able to follow verbal and written instructions; pay close attention to detail; related; research and assess training needs; design training materials, methods and learning objectives as well as conduct training sessions and complete work assignments without continual direction.

Behavioral Competencies:

The following behavioral competencies are necessary for success in the position:

Managing/Organizing: 

Recognizes or establishes the relative importance of multiple issues, tasks, and opportunities to maximize the productivity of the organization.  Behaviors:  prioritizes tasks and handles the most urgent ones first; handles multiple tasks and projects simultaneously without jeopardizing quality; remains aware of workload; makes appropriate adjustments to meet deadlines and complete tasks; adapts time and resources in proportion to the importance of the task.  Achieves goals and brings projects to completion.  Investigates, calculates and proceeds through a project or task to bring about a logical conclusion.  Persists and stays focused when faced with a series of challenging or uncertain situations.  Demonstrate a concern for working effectively and working toward a standard of excellence.  Behaviors: exhibits a strong drive to achieve and excel; demonstrates energy and enthusiasm to bring projects or tasks to completion; sets realistic goals with specific objectives; consistently completes tasks or projects so that customer expectations and organizational requirements are met and / or exceeded; maintains focus on the achievement of established goals or solutions; can break out of usual patterns of behavior to achieve results when required; investigates and proceeds to a beneficial or tangible conclusion of a project or task; tries several alternatives to overcome obstacles; plans a strategy and follows through to completion; manages  interruptions or distractions and stays on task; perseveres after meeting with rejection or resistance; maintains focus and effectiveness during change or transition; knows and understands the agency and organizational standard of excellence; identifies and knows where to acquire necessary resources.
Problem Solving: 

Uses reason and logic to identify and solve problems and is able to use a problem-solving process with a group.  Behaviors: Uses reason, vision, and creativity to reach conclusions and decisions.  Understands cause and effect relationships, recognizes similarities and differences in situations, and applies knowledge to help make effective decisions or to come up with new ways to accomplish a task.  Lead groups in productive discussions to achieve consensus.  Assist in the development of a behavior management plan when applicable.
Conflict Management: 
Manages disagreements through open discussion with affected parties; seeks collaborative resolution while keeping the best interests of the organization in mind. Behaviors:  effectively manages differences and resolves conflict by confronting problems openly,  constructively and appropriately; maintains focus on the issues and results during times of conflict; seeks solutions to conflicts which will satisfy the interests of multiple parties; maintains a willingness to alter opinions based on new information and different perspectives; demonstrates awareness of the overall relationship between those in conflict; keeps conflict situations from escalating by diffusing emotionally charged issues; focuses communication on situations rather than on persons involved; demonstrates diplomacy and tact.

Values: 
Ability and willingness to align behavior with the values of the organization and provide a visible role model for others.  Hold them self accountable for organizational activities, services, decisions, successes and failures.  Demonstrates an understanding of the link between his/her own job responsibilities and overall organizational goals and needs and, subsequently, performs the job with a broader perspective in mind.

Vision: 
Creates a clear and inspiring broad picture. One who moves, acts, and communicates at the appropriate time.  Think openly about new possibilities.  Keep a long-term and broad perspective.  Display a spontaneous and wide-ranging imagination. Stays focused on the mission and goals while considering future impact and opportunities.  Behaviors: utilizes creativity and imagination; finds effective solutions by taking a broad perspective; demonstrates an awareness of the current working environment; stays aware of “big picture” issues and plans ahead, taking these issues into consideration; understands implications and actions needed to move the assignment, project, or organization forward; focuses on the future and the goals necessary to achieve success; applies a broad perspective to problem solving; foresees obstacles and opportunities; maintains the proper perspective between the overall picture and the details.

Shares Expertise:
Shares job-related facts and data with peers and others.  Listens and offers support and advice on job-related problems. Improve the effectiveness of work processes by developing the skills of others.  Behaviors: communicates work-related knowledge to others; proactive in promoting and sharing information across organizational levels and functional boundaries; finds ways to keep others informed; shares ideas and best practices; acts as a resource to others; shares ideas irrespective of functional or work unit lines; sees information sharing as an opportunity.

Communication: 
Provides timely and concise information to others verbally, nonverbally and in writing and helps others communicate effectively.  Behaviors: ensures that communication occurs among all organizational levels, between all appropriate people and encourages open expression of ideas and opinions.  Listens actively, transmits information accurately and seeks constructive feedback.

Leadership: 
Provides leadership to others.  Behaviors: shows initiative to pursue assignments to completion; sets an example for others by establishing challenging work goals; shows a consistent pattern of being able to recognize the activities needed to accomplish a mission and to initiate action with supervision as required; attains key results despite setbacks; reacts positively to problems or challenges as they arise; provides vision and direction by changing, developing, coordinating, and influencing the activity of others; inspires confidence with management, associates, peers and subordinates with a proactive style; uses a variety of approaches to assist others in performing at consistently higher levels; effectively communicates at all levels of the organization; works well under pressure; adapts to change; creates an enthusiastic, positive work climate and energizes subordinates by example; commands respect; exhibits optimism regarding the likelihood of success and transmits this optimism to others; sets an example for others by establishing challenging work goals.
___________________________________________________________________

VI.
QUALIFICATION REQUIREMENTS

The required Knowledge, Skills and Abilities are typically acquired through a combination of education and experience equivalent to a Master degree and three year’s work experience including developmental disabilities, program administration, and service coordination.

This position requires candidate to be a Board Certified Behavioral Analyst. 
Candidates with a degree in sociology, social work, psychology or education will be given preference over candidates with a degree in another field.
This position requires a valid MT driver’s license or the ability to obtain a license within one month of hire, have access to a reliable vehicle, an acceptable driving record (i.e.: no convictions for DUI or reckless driving.

Candidates must also successfully complete a background check and criminal history review. 

Family Outreach may conduct annual reviews of employee’s driving records and criminal background checks.

All staff is required to report any changes in the status of either of these areas. *Failure to do so could result in disciplinary action up to and including termination of your employment. 

These incidents are to be reported through your chain of command.
_________________________________________________________________

VII.
APPROVAL AND DATE

JOB DESCRIPTION ACKNOWLEDGEMENT

I HAVE REVIEWED THE POSITION PROFILE FOR A PROGRAM SPECIALIST AND I ACKNOWLEDGE THAT I KNOW AND UNDERSTAND MY DUTIES AND RESPONSIBILITIES AS AN EMPLOYEE OF FAMILY OUTREACH INC.
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