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JOB DESCRIPTION
Position:


Senior Services Assistant Program Manager
Responsible To:

Director of Senior Services
Statement of the Position:
The Senior Services Assistant Program Manager is responsible for the overall management of the program in conjunction with Director of Senior Services.  This position provides supervision of all In-Home Direct staff.  The Assistant Program Manager is responsible for all client related duties, including nursing issues.  This position largely markets and develops expansion to the Senior Services program.  The Assistant Program Manager is responsible for compliance and quality assurance.  This position reports directly to the Program Director.
ESSENTIAL DUTIES AND RESPONSIBILITIES OF THE ASSISTANT PROGRAM MANAGER
1. Assure program sustainability by maintaining referrals and funded service recipients as determined by Program Director.
2. Assure compliance with all Easter Seals Nevada policies and procedures

3. Assess, create & update service plan with client participation

4. Complete Client Service Progress Reports and all necessary documentation for compliance and adherence to Easter Seals policies.

5. Conduct home visits, reports and billing as required by funder.         

6. Determine capacity/availability of team members. 

7. Perform duties when necessary in absence of Direct Staff.

8. Report all cases of “suspected elder abuse” to all required agencies.
9. Insure effective and efficient service delivery in conjunction with the Program Director
10. Review & ensure accuracy of weekly invoices and monthly reports.  
11. Hire, train, supervise & evaluate Direct Staff.
12. Insure all training requirements are compliant with policies and regulations. 

13. Assure and monitor quality in all aspect of services.
14. Develop and maintains a system that provides for accurate and skillfully developed care plans based on the measurement of desired outcomes.
15. Develop and maintain relationships with community agencies to enhance referrals for service.
16. Make presentations to individuals and groups to increase awareness of ESN senior services.

17.  Perform any other duties and/or tasks as assigned on an as needed basis by the Program Director, Senior Vice President of Programs or President/CEO. 
Qualifications:

To perform this job successfully an individual must possess the following:

1. Bachelor’s degree in related field and/or five years experience working with older adults.

2. Ability to work with older adults with progression in diverse levels of aging on a daily basis.

3. Sales & Marketing experience preferred.

4. Minimum one year of supervisory experience.
5. Ability to communicate with all stakeholders: clients, their caregivers, their families, staff, other professionals. 

6. Ability to build and maintain external relationships.

7. A general knowledge and ability to apply nursing principles and practices in a long-term care environment
8. Understand, accept & adhere to the Nevada Aging and Disability Services Division and Easter Seals Nevada policies and Code of Ethics. 

9. Must have prior experience and be computer literate with all Microsoft Office applications.

       9.
 Ability to follow the Easter Seals Nevada dress code.

      10.  Must have and maintain current CPR and First Aid Certification
      11.  Must have reliable transportation and current proof of automobile insurance and 
registration.
     12.   Ability to safely lift and transfer an individual.


I have read and understand the above job description and agree to perform the responsibilities of the Senior Services Program Manager, effective ____________________.
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