FAMILY OUTREACH, INC.

INDIVIDUAL LIVING SPECIALIST (ILS)

JOB DESCRIPTION

______________________________________________________________________

I.
ASSIGNED DUTIES AND TASKS

Position overview:
The Individual Living Specialist (ILS) works in the Adult Services Program which promotes and supports the life-style choices of adults with developmental disabilities as they live interdependently in the community.  The ILS is responsible for completing intake into the Adult Services program and generating referrals when warranted; developing, implementing, monitoring and evaluating Personal Support Plans (PSPs); coordinating staffing and maintaining documentation of Adult Services; coordinating program administration duties; and maintaining confidential consumer files.  The position reports to the Program Manager, and supervises Direct Service Providers (DSPs).
A.
Intake & Referral









5%
Completes intake into the Adult Services program and generates referrals when warranted:

1. Receive and review the referral for services.

2. Submits proposal for services based on services requested.

3. Complete initial visit with consumer.

4. Coordinates with other provider agencies in the transition process. 
5. Serves as the Case Manager for transitioning adolescents until they enter adult services.

6. Generate referrals for teenagers transitioning to adult services.
7. Submit referrals to the local area DD screening committee.

B.
Personal Support Plans








30%
Develops, implements, monitors and evaluates the residential component of Personal Support Plans (PSPs) to ensure they are meeting consumer needs, that consumers are progressing according to plan, and to provide documentation of services.
1. Collects and provides information for the development of Personal Support Plans and progress reports by completing assessment and information gathering with the consumer.  This includes documenting information regarding the individual’s strengths, abilities and needs; supports and services needed to address the individual’s and team’s priorities; and for Adult services: Details about Lifestyle, Wellness, Support Information, Personal Finance, Annual Health Care Checklist.  Conduct and document Quality of Life and Quality of Service surveys with consumers.
2. With the consumer and information from the Case Manager develop potential residential PSP actions for team consideration, and following PSP policy timelines, disseminates required information gathering summaries to the Case Manager prior to PSP meeting.
3. Participates in PSP meetings to implement plans. The position meets at least annually with consumer’s planning team; completes required portions of the PSP; develops actions to complete outcomes; develops implementation strategies for consumer focused actions; determines support needs and actions to meet those needs; develops emergency back-up plans; and submits completed PSP documents to the Case Manager.

4. Through regular visits and contacts with the consumer and support providers the ILS implements assigned responsibilities of the PSP including providing resource management through assigned outcomes and actions; and providing consumer focused instruction as identified in the PSP outcomes and actions (e.g., instructing support staff in conducting consumer focused instruction and documenting instruction provided to support staff).
5. Provides and coordinates resources and services identified in the PSP actions.  This includes developing service contracts and agreements; participating in developing cost plans following program guidelines; monitoring cost plan utilization by tracking spending trends across categories, services and supports identified in the PSP; and submitting requests for changes in category allocations to the Case Manager for review and approval.
6. Evaluates assigned PSP outcomes and Actions to ensure they are effectively meeting consumer needs and to adjust supports as required.  This includes completing PSP quarterly progress reports; assessing team satisfaction with services; submitting quarterly report to Case Manager; and submitting summaries of closed out Actions for the Annual PSP meeting.
C.
Coordinates Adult Services






40%
Coordinates staffing and maintains documentation for assistance programs to ensure Adult Services are provided according to PSPs and agency policy.
1. Supervises Direct Service Providers (DSPs) by providing input into selection and matching, providing instructions and training, resolving problems, providing performance feedback, and documenting meetings and contacts with DSPs.
2. Manage DSP time for assigned consumers by developing schedules for coverage, reviewing time sheets for accuracy, and ensuring services fit within consumer budgets.

3. Adheres to Medicaid definitions of services and support.
4. Contacts government agencies to maintain eligibility for assistance programs.
5. Provides support and coordination identified in the PSP outcomes and actions including monitoring health and safety needs and the use of generic community services; monitoring and assisting in locating housing; and assisting with property management and with monitoring personal funds.

6. Documents contacts with support providers or other agency staff

7. Monitors Personal Support Plans to determine the individual’s progress with the PSP.  This includes meeting at least monthly with consumer’s support providers; monitoring data collected by support staff; adjusting supports as data indicates need for change; and documenting the monitoring and outcomes of actions.
8. Covers shifts for DSPs as needed.
D.
Adult Services Program Administration & Recordkeeping


20%
Coordinates program administration duties and maintains confidential consumer files to ensure compliance with company policies, the State contract, and applicable laws and regulations.
1. Safeguards and maintains individual records to keep consumer files complete, confidential, and in order.  This includes filing consumer documents in secure areas; adhering to the recommended organization of components of individual files; and obtaining and documenting Releases of Information agreements prior to sharing private consumer information with others. 

2. Attend in-services, conferences, workshops, and required agency meetings as appropriate.

3. Coordinate as necessary with other Family Outreach staff providing Adult Services.

4. Participate in review, revision, and/or addition to Family Outreach Policies and Procedures manual.

5. May participate in Family Outreach public relations activities including giving presentations and distributing information to foster cooperation with and support of Adult Services Programs and to maintain outside agency contacts.  Provides information about Family Outreach services at community events related to adult services issues including developing materials, poster boards, PowerPoint presentations, and other materials for visual display.

6. Participate in determining and implementing the annual objectives for Family Outreach.

7. Staff the after-hours on-call system on a rotating basis.
8. Follows the Incident Reporting policy.

9. Reviews and maintains, at least annually, contacts with referral sources.

E.
Other Duties as Assigned








5%
Perform a variety of other professional and administrative work as assigned by the supervisor.  This includes coordinating special projects and events, attending training as required, and providing backup and coverage for other Family Outreach staff.
__________________________________________________________________

II.
REPORTING REQUIREMENTS

The position is supervised by the Program Manager, and is responsible for using initiative and judgment to determine how to proceed with assignments and to determine the methods best suited to each task.  The supervisor provides direction on operational issues and is available to provide technical assistance with problems that involve other organizations.  Work is performed according to Policies and Procedures established by the Family Outreach Board of Directors and the State of Montana.

__________________________________________________________________

III.
PERSONNEL MANAGEMENT
Supervises Direct Service Providers (DSPs) by providing input into selection and matching, providing instructions, resolving problems, providing performance feedback, scheduling, approving timesheets, and documenting meetings and contacts with DSPs.

__________________________________________________________________

IV.
WORK RELATIONSHIPS/PERSONAL CONTACTS

The position involves contacts with consumers and their families, program staff, community resources and organizations, and others to coordinate intake and referral, implement and monitor PSPs, and provide public awareness services. The position requires skill in communicating effectively verbally and in writing.
__________________________________________________________________

V.
WORKING CONDITIONS

Work is performed in a normal office environment and in client homes.  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.

__________________________________________________________________

VI.
KNOWLEDGE, SKILLS, AND ABILITIES

The position requires knowledge of the principles and practices of social work, developmental disability intervention, adult education and learning methods, community resources, state and federal policies, legislation, rules and regulations; technical writing; recordkeeping methods and techniques; communications; and Family Outreach service needs and operations.

The position requires skill in the operation of general office equipment including computers and typical business software applications, matching providers with consumers, public relations, accurately processing forms, and organizing and prioritizing work.
The position requires the ability to: work effectively for and with individuals with intellectual and behavioral differences; effectively support consumer's to develop a community network in their community; act independently and function as part of an overall team; keep accurate service delivery records; to complete basic arithmetic computations and perform tasks such as balancing a checkbook and recording expenditures; follow verbal and written instructions; work flexible hours, including evenings, weekends, overnights, and holidays; project a positive image of the agency; pay close attention to detail; research and assess consumer needs; design informational and educational materials, methods and learning activities; conduct training sessions; communicate effectively with community professionals; and complete work assignments without continual direction.

_________________________________________________________________

VII.
QUALIFICATION REQUIREMENTS

The required Knowledge, Skills and Abilities are typically acquired through a combination of education and experience equivalent to a bachelor’s degree and three (3) years related experience which may include service coordination experience.

Individual with three (3) years of field related experience and a bachelor’s degree in sociology, psychology or social work will be given preference over those with degrees in other fields.

Applicants without a degree that have five (5) or more years of field experience may be considered for the position.

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 (ie: 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 are 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.
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