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JOB DESCRIPTION

INFORMATION TECHNOLOGY ASSISTANT
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Ettie Lee Youth & Family Services

Baldwin Park, CA. 91706

JOB DESCRIPTION

POSITION:

INFORMATION TECHNOLOGY ASSISTANT





LOCATION:

ADMINISTRATIVE OFFICE & (MULTI SITE)





I. AGENCY MISSION

Ettie Lee Homes, Inc. is a non-profit, trauma informed agency that supports children, youth and young adults and their families within the child welfare system and community to provide Resource Family Services, Short Term Residential Therapeutic Services, Community-Based Mental Health Services, Out Patient Drug/Alcohol Services, Transitional Living Service and Wraparound Services.  In all our programs we strive to create an atmosphere in which youth feel safe, nurtured and empowered, so that they can start to heal the wounds of their past and build hope for the future. We also strive for staff to be at peace with themselves in order to be at peace with the youth they serve. Our mission; save lives, change lives and build hope.

II. PHILOSOPHY AND APPROACH

1. Participate in collaborating with the Federal, State and County to enhance the capacity of the health and human services system to improve the lives of children and families by providing responsive, efficient and high quality public services that promote the self-sufficiency, well-being and prosperity of individuals, families and communities.

2. Promote the Long Term View of the child and family which are stated, shared, and understood, safety, well-being, and permanency outcomes and functional life goals for the child and family that specify required protective capacities, desired behavior changes, sustainable supports and other accomplishments necessary for the child and family to achieve and sustain adequate daily functioning and greater self-sufficiency necessary for more healthy productive lives and safe case closure.

3. Support in the a shared model of practice, Core Practice Model, to better integrate engagement, teaming, assessing, treatment planning, and intervention services that support children, youth, families and communities, for the purpose of providing responsive, efficient high quality services that promote safety, permanency, well-being and self-sufficiency and are grounded in the crucial elements of community partnership, teamwork, cultural competence, respect, accountability, continuous quality improvement and best practice.

4. Support in the Child and Family Team (CFT) for each child and family that promote and support the use of a solution focused, family-centered approach that acknowledges the Child and Family’s strengths, and focuses on ensuring that the Child and Family are active participants in identifying the Child’s needs and in finding solutions to the issues and concerns that are important to them.

5. Support with other team members as it implements individualized, age and developmental appropriate, strength-based, trauma informed, culturally sensitive, evidenced based services, interventions and supports designed to ameliorate the conditions and symptoms that interfere the with a child’s functioning and are aimed at helping the child build resiliency in order to increase their ability to be maintained in a safe, nurturing setting that leads to a permanent home-based setting.

6. Adapt and implement the agency’s evidenced based practices and philosophical tenants that promote healing, resiliency and build hope for a productive, enjoyable life that they want to live.

7. At all times ensure a safe nurturing atmosphere and environment, which provides for the physical and emotional well-being of each child.

I. DUTIES AND STANDARDS
1. Provides technical support for Microsoft Office 365, Microsoft Server 2012 and VMware environment.
2. Provide technical support in resolving routine computer problems, new software and application problems. 
3. Provide technical support for staff training as needed.
4. Installs and maintains the organization’s personal computers, printers, fax machines, and related systems.  Installs software and hardware application upgrades, troubleshoots software and hardware failures at all sites.
5. Use moderate physical effort in moving and connecting equipment, and cabling; delivers, carries, and/or transports workstations, printers, monitors, or other IT equipment weighing up to 50 pounds as needed at all sites.
6. Configures, maintains and supports the Agency’s cell phones for all users.
7. Monitors, maintains and support the Agency’s servers at all sites.
8. Responds to requests for hardware & software technical assistant as directed and takes appropriate action and/or follow up as warranted to properly address.
9. Monitors and configures workstation settings and other components to optimize performance, enhance reliability, and provides network connectivity.
10. Provides technical and administrative support to computer users at all sites.
11. Provides Electronic Health Records (Exym) training and support to administrative staff and service providers.
12. Maintain and update client information in Group Home and Foster Care databases.
13. Process and distribute intake diagnostic assessment reports, incident reports, 30 day evaluations, quarterly reports and discharge reports.
14. Maintain files on each client and ensure compliance with record storage and retention requirements.
15. Reviews and distributes incoming Social Services mail.
16. Maintains Client Medi-Cal Card records.
17. Maintains Social Services forms inventory.
18. Maintains Special Incident Report Log and Monthly Summary of Special Incidents. 
19. Reports Special Incidents in the I-Track database and reports incidents to Other County Agencies as Applicable.
20. Maintains client databases and completes other routine tasks such as filing, Xeroxing, and agency mail functions.
21. Works cooperatively, effectively and harmoniously with other personnel and/or service providers or professionals to promote agency goals and mission.
22. Communicates with Directors, Managers, and other agency staff regarding imminent system, data or security problems, as directed may facilitated alternatives.
23. Communicates effectively with others and assimilates and understands information, in a manner consistent with essential job functions.
24. Initiates and participates in planning for the refinement and development of services.
25. In every aspect of the work done on behalf of Ettie Lee, demonstrates sensitivity to cultural and socioeconomic differences
26. Identify, analyze and address problems, issues and opportunities to continuously improve services.
27. Special projects as assigned
II. LEVEL OF SUPERVISION EXERCISED

1. Supervision of staff is not a requirement of this position.
III. REGULAR WORKING RELATIONSHIPS

1. Receives assignments and supervision from the Information Management Manager.
2. Contacts representative of placing agencies and providers of medical and psychological services.
3. Collaborates with other agency staff.
IV. Wage-Hour Status
1. Non-Exempt: This position may require after- hours/evening work as the needs of the agency dictates.
V. QUALIFICATIONS
1. Preferred Bachelor’s level degree in Computer Information System, Computer Science, Information Systems or Network System with relevant experience totaling 1 year or more full time or equivalent in part-time.
2. Experience in Interactive Web Development, LANs, Active Directory, Cisco Routers and Networking Security.
3. Experience in the installation of office computers, printers, fax machines, and related systems.

4. Proficiency is the installation of software programs, applications, and hardware.  
5. Ability to troubleshoot software and hardware failures.

6. Experience in office procedures and the use of office equipment. 
7. Proficient in data base entry and Microsoft Office programs; type 50-60 WPM.
8. Must possess a valid California driver’s license and have a driving record acceptable to Agency’s insurance carrier.
VI. OTHER REQUIRED PROFICIENCIES
1. Demonstrates a commitment to work with each client to promote Safety, Permanency and Well-being.

2. Adheres to legal and ethical best practice standards for treatment as established under the employee’s professional and licensing/certification guidelines. 

3. Abides by all federal, state and local laws and regulations, including client confidentiality, mandated reporting and HIPAA standards. 

4. Completes all clinical and legal client documentation in a timely manner required to meet professional standards and verify client services to outside auditors or funders prior to vacating a position or taking any planned leave or vacation. 

5. Conducts self and communicate in a professional and respectful manner that provides a therapeutic role model to all agency staff, residents and outside agencies.

6. Demonstrates the ability to set appropriate professional limits and boundaries with clients and fellow co-workers. 

7. Works harmoniously and cooperatively with agency co-workers to communicate all relevant information needed for effective collaboration and decision-making on behalf of each client. 

8. Demonstrates the ability to empower others to solve their own problems

9. Demonstrates a commitment to the value of a nurturing family as an ideal environment for a child.

10. Demonstrates a conviction about the capacity of people to grow and change.

11. Demonstrates the ability to establish a respectful relationship with persons served to help them gain skills and confidence.

12. Demonstrates the ability to work collaboratively with other personnel and/or service providers or professionals.

13. Demonstrates the ability to maintain a helping role and to intervene appropriately to assist client meet his/her meet treatment goals.

14. Supports the overall goals and objectives of the organization and play an active part in attaining them.

15. Utilize Microsoft products – Outlook, Excel & Word
VII. CONTINUES DEVELOPING PROFESSIONAL SKILLS 
1. Utilizes agency training system as well as professional workshops and conferences as a resource for improving job knowledge and performance and for resolving job-related issues.
2. Utilizes supervisor consistently and effectively as a resource for increasing and improving job knowledge, job performance and for resolving job-related stress.
3. Participates in agency training and adheres to agency policies.
4. Stays abreast of laws and regulations regarding all aspects of this position.
5. Effectively manages work time by setting priorities and keeping appointments.
6. Manages the various pressures of the job like handling crisis situations, last minute details, and the often inconsistent requirements of the position.
VIII. TYPICAL PHYSICAL DEMANDS:

1. Requires frequent sitting, standing, bending and reaching.
2. Requires manual dexterity to operate computer keyboard, calculator, copier machine and other office equipment.
3. Requires eyesight correctable to normal range to operate a vehicle.
4. Requires hearing within normal range for telephone use.
5. Requires full range of body motion including handling and lifting.
i. Must be able to lift up to 50 pounds.
6. Requires working under stressful conditions and working irregular hours
IX. CONDITIONS OF EMPLOYMENT
1. A valid California Driver’s License with at least five (5) years of driving experience.
2. No more than two (2) violations totaling one point each in the past three (3) years.
3. No DUI or suspended license in the last seven (7) years. 
4. Proof of auto insurance coverage.
5. Department of Justice, FBI, and CAIC fingerprinting clearance.
6. Fully completed and submitted employment application, resume and an official DMV driving history
This job description represents a summary of the main duties of the position.  I have reviewed this job description and understand the requirements of the position.  I have received a copy of the job description or may request one at any time during my employment.

Employee Signature: __________________________________
Date: _________________

Agency Rep. Signature: ________________________________
Date: _________________
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