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Job Tittle: House Coordinator
Summary:	
Oversee daily operations of the care setting by supervising staff, providing training and development, monitoring compliance with safety and organizational policies, and ensuring that children and youth receive consistent, high-quality support in accordance with their individualized care plans. 
Skills and Objectives	
1. Individual Care
· Meets the individual’s physical, emotional, and spiritual needs through appropriate consideration and individualized planning in accordance with Agency policies and standards.
· Actively participates with other professionals in the process of information gathering for all Support Plans
· Supports and Includes individual in the development and evaluation of their person-centered goal
· Collaborates with the MIS to maintain and support individual’s improved participation in activities in alignment with their goals, specific to community and culture 
· Consistently implements all safety, support, and behavioral plans in accordance with the individual’s identified needs and related planning.
· Maintains high standards of service delivery for all individuals by implementing all areas of their care plans
· Supports the individual’s autonomy by encouraging them to make their own choices, express their preferences, and take an active role in achieving their goals.
· Supports the individual’s wellness and mental health by encouraging healthy routines, providing emotional support, a positive environment and helping them make progress toward their personal goals.
· Supports the individual’s care circle by encouraging positive relationships, assisting with family and home visits, and promoting participation in community and cultural activities.
· Supports individuals with basic life skills (as appropriate) such as cooking, washing dishes, cleaning up after themselves, etc.
· Prepares individual for all outings and appointments, ensuring that they are fully and safely ready
· Strongly advocates for individuals in care when they are not able to do so themselves by
· Accessing resources and support systems that would enrich each individual’s quality of life and promote growth 
· Maintains awareness of any problems (medical, behavioural or other) experienced by the individual and then to inform the Manager of Individual Services (MIS)
· Manages all medication as per policies and procedures, including administration and storage

2. Home Operations

· Supervises the house staff to ensure that they maintain, within community standards, a clean, tidy and safe home for individuals, other staff and visitors
· Monitors daily operations in the residence by checking routines, ensuring tasks are completed, and addressing any issues as they arise.
· Identifies and is responsible for meeting both physical and program needs of the residence and deals with separate issues accordingly
· Adjusts home practices to be reflective of the home’s evolving needs in all areas
· Stays current and informed as to OHS guidelines and standards as per the Committee meeting minutes
· Supports and oversees the safe implementation of all individual Safety Plans, specific to emergency planning, such as evacuation procedures, and within the home’s emergency procedures.
· Responsible for preparing monthly staff schedules in accordance with HR policies

3. Teambuilding

· Follows the Agency’s training plan during staff onboarding and on an ongoing basis, and supports staff development through regular performance feedback and communication with the House Manager and HR as needed.
· Coaches and mentors staff to develop a strong understanding of each individual’s profile and needs, as well as the home’s operational policies and guidelines, to provide consistent and comprehensive support.
· Delegates individual support tasks effectively to maintain continuity of services when away from the home.
· Provides ongoing guidance to all house staff on policies, procedures, individual support/techniques
· Models professional behaviour and high standards of service delivery in accordance with the Code of Conduct and Work Ethic policies.
· Follows up with staff regularly and after identified concerns to ensure practices are consistent with Agency policies, procedures, and individual support requirements.
· Recognizes issues and pro-actively engages in supportive planning (Supervisory notes). In collaboration with  the House Manager Implements and follows reasonable processes in relation to each staff (IDPs) 
· Supports good practice with positive feedback and incentives
· Coordinates staff meetings within the home regularly in conjunction with the House Manager and MIS.
· Encourages full staff participation and feedback

4. Communication

· Establishes a rapport with the community and community agencies
· Maintains open communication with all individuals’ care circle.
· Liaises with the community. School/Day Program so as to ensure a collaborative and effective approach.
· Shares all relevant information with Supervisors and other team members.
· Provides regular weekly updates to the MIS and House Manager on matters related to individuals, home operations, and staff practice.
· Documents all shared information using the appropriate formats.
· Follows Agency and governing body communication policies, including responding to all written communications within 24 hours.
· Responsible for communicating schedule changes to staff and  Supervisor  
· Coordinates access to resources and support systems that would enrich each individual’s quality of life and promote growth.

5. Documentation

· Completes Individual Progress Reports and other required data collection tools accurately and on time, such as comprehensive Daily logs, all individual data gathering sheets, etc,.
· Reviews staff’s charting and documentation and follows up on any inconsistencies, ensuring quality standards are met as per PCSL guidelines
· Keeps all individual records up to date, including consent forms, demographic information, and other required documentation.
· Prepares monthly individual incident analysis.
· Maintains an updated inventory of individual’s property 

6. Financial/Resource Management

· Purchases or delegates the purchase of  the youth’s clothing and other personal items to others
· Coordinates the monthly budget for individual expenses, food, entertainment, etc.
· Prepare monthly reconciliation of house petty cash sheet and submits this to the house manager.

· Performs other related duties as required.

QUALIFICATIONS	


Education
· Diploma in Social Services or related field 
· First Aid Certificate

Background and Experience

· Three (3) years recent related experience, including one (1) year supervisory or administrative experience. Or an equivalent combination of education, training and experience.
· Knowledge of community-based resources
· Neuro-behavioural experience (ABA, Mandt training, CPI training)
· Experience with alternative methods of communication (PICS, PECS) 
· Experience in application and understanding of behavioural support plans
· Insight into children’s services including social-recreational and developmental needs
· Insight into escalation/arousal cycles
· Understanding of Canada’s Food guide and meal preparation

Skills and Abilities:

· Demonstrates an understanding of Key WorkSafe and CARF standards and processes
· Demonstrates strong communication skills, including proficiency in augmentative communication methods such as PICS, PECS, and sign language, as well as effective speaking, writing, and active listening
· Excellent interpersonal and communication skills
· Time management and general organizational skills
· Ability to work with others 
· Ability to work independently
· Ability to consistently follow and implement all plans of care
· Ability to be a strong advocate

Other Requirement:
· BC Class 5 Driver’s Licence


Initials: 	
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