
Ettie Lee Youth & Family Services

Baldwin Park, CA. 91706

JOB DESCRIPTION

POSITION:

 Facility Manager PM Shift



LOCATION:

Short Term Residential Therapeutic Program





1) 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.

2) 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. Participate 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. Participate 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. Participate 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.

3) DUTIES 

1. Supervision, protection, and care of children individually and in groups at all times including but not limited to.

· Providing consistency in childcare management.
· Establishing a respectful relationship with persons served to help them gain skills & confidence.
· Supervising to ensure physical and emotion safety and protection from retraumatization.
· Conducting self and communicating in a professional and respectful manner that provides a therapeutic role model to all agency staff, residents and outside agencies.

· Having a positive conviction about the capacity of people to grow and change.

2. Assistance to each child in working with a group and in handling individual problems including but not limited to.

· Supporting children as it relates to trauma, loss, grief and their feelings regarding their families and the behavioral manifestations of those feelings.
· Supporting children in identification of trauma behaviors, triggers, vulnerabilities, underlying unmet needs, drivers and reinforcers.
· Supporting children to learn, practice, coach and implement their individual treatment plans.
· Empower others to solve their own problems.

· Maintain a helping role and intervening appropriately to assist client meet his/her meet treatment goals.

· Working with families.
3. Administration of discipline and setting of limits for behavior with clients and fellow co-workers. 
· Adheres to legal and ethical best practice standards for treatment as established under the employee’s professional and licensing/certification guidelines.

· Protect the personal rights and foster youth rights of children in care. 
· Being culturally competent and inclusive of all races, religions, sexual orientations etc. 
4. 
Notation of the child's progress; identification of the possible need for additional professional 
services; and communication of such findings to professional staff. 

· Completes all documentation in a timely manner required to meet professional standards and verify client services to outside auditors or funders. 

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

5. 
Assistance with the provision of or access to core services and supports, daily activities, and 
emotional and social supports, as necessary including but not limited to.

· Medical Needs
· Physical Needs
· Emotional and Social Needs
· Educational/Recreational Needs
· Life Skills and Self-Sufficiency
6.
Management of the daily living routine including but not limited to:

· Supervision of residents

· Cofacilitation of mental health/SUDs groups

· Facilitation of meals 

· Education support

· Mental Health/Substance Abuse services support

· Transportation

· Medical/Dental support

· Life Skills and Independent Living Skills Support

· Recreation and Leisure Activity Supports

· Family Support

· Timeliness of Activities

· Medication Administration and Documentation

· Providing trauma informed interventions 

· Following the individual treatment plans of clients

7. 
Ensure all federal, state and county regulations and Ettie Lee policies and procedures are 
maintained including but not limited to:

· Vehicle standards

· Documentation standards

· Home Cleanliness, Maintenance and Sanitation standards

· Clothing and Personal Property Standards

· Home Pass and Community Pass Standards

· Client confidentiality and HIPAA standards. 

· Reporting Standards including Special Incidents, Grievances and Child Abuse Reporting.

8. Report to the STRTP Administrator recommendations to address identified problems.
9. Report and correct any unsafe conditions. 

10. Any other duties that may be necessary to ensure the health and safety of children in the facility, to manage the facility and to maintain the policy, procedures and regulations of the facility.

Duties Specific to Facility Manager
12. Under the leadership of the STRTP Administrator, coordinates, implements, and manages the   
day-to-day operations of the Short Term Residential Therapeutic Program.
13. Directs the Residential Counselors in the absence of the STRTP Administrator and/or ensuring 
that appropriate care and supervision is provided to children in accordance with applicable law, 
licensing regulations and the facility policies. 

14. Supervising the children, as needed
15. Ensures Group Home compliance with licensing, contract and legal standards.
16. Ensures the general upkeep of the facility. 

17. Oversees the planned activities required to be available to children.
18. Acts as a point of contact with agency and community professionals in the absence of the Group 
Home Administrator.
19. Designated to be onsite at all times to apply the reasonable and prudent parent standard to 
decisions involving the participation of a child in age or developmentally appropriate activities. 

20. Designated to have primary responsibility for planned activities and shall be given assistance as 
necessary to ensure that all children participate in accordance with their needs, interest, and 
abilities. 

21. Develop, organize, implement and evaluate the facility activity program and shall possess the 
following qualifications:

a) Completion of or enrollment in a related education or training program.
b) Six months’ experience in organizing and providing planned activities

22. Covers shifts in the absence of availability of other workers in emergency situations or for 

vacation, sick or open shifts.  
4) OTHER DUTIES
1. Participates in meetings and training related to the needs of the youth.
2. Supports the overall goals and objectives of the organization and play an active part in attaining them.

3. Making recommendations for operating and capital budgets and insures budgets expenditures are within Agency guidelines.
4. Initiates and participates in planning for the refinement and development of services.
5. Identify, analyze and address problems, issues and opportunities to continuously improve services.
6. In every aspect of the work done on behalf of Ettie Lee, demonstrate sensitivity to cultural and socioeconomic differences.
7. Participates and assists in initiatives to improve the child welfare system.
8. Works cooperatively, effectively and harmoniously with other personnel and/or service providers or professionals to promote agency goals and missions.
9. Performs special assignments as required. 
5) LEVEL OF SUPERVISION EXERCISED

a) On-site Supervision of staff is a requirement of this position not administrative supervision. 
6) REGULAR WORKING RELATIONSHIPS
1. Receives supervision from the STRTP Administrator 
2. Receives direction from the STRTP Social Worker/MH Therapist/SUD Counselor in the absence of the direct supervisor. 
3. Consults with school personnel, community residents and police.

4. Contacts and coordinates with local suppliers for purchasing.
5. Collaborates with other Agency staff.
7) WAGE AND HOUR STATUS
Non-Exempt: This job requires evenings, weekend and holiday hours and occasional work at nights and in different locations and overtime work on a regular basis. 

8) QUALIFICATIONS:
a) If hired after the conversion to STRTP employee shall meet one of the following requirements prior to employment: 
i) Have a Bachelor of Arts or Sciences degree. 
ii) Two years of full-time experience, or its equivalent, working with the population to be served, or equivalent education or experience, as determined by CDSS. 
(1) Experience shall be verified as having been performed as a paid or volunteer staff person whose duties required direct supervision and care of the population served.

iii) Two years’ experience as a member of the social work staff in a group home or short-term residential therapeutic program performing those duties specified in Section 87065.2(c). If hired prior to the conversion to STRTP employee shall meet one of the following requirements prior to employment: 
b) If hired prior to the conversion to STRTP employee shall meet the following requirements prior to employment. 

i) The facility manager shall have at least one year of experience working with the client group served, or equivalent education or experience, as determined by the Department.
(1) Experience shall be verified as having been performed as a paid or volunteer staff person whose duties required direct supervision and care of the client group served. 
ii) Two years’ experience as a member of the social work staff in a group home.
iii) Completion with a passing grade, from an accredited or approved college or university, of 15 college semester or equivalent quarter units in behavioral science, 9 units of which must be in courses relating to children with behavioral problems which may be the result of abuse, neglect, or emotional trauma. The courses may include, but are not limited to curriculums in Corrections, Psychology, Social Work, or Social Welfare.

9) CONTINUES DEVELOPING PROFESSIONALLY
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. Stays abreast of laws and regulations regarding all aspects of this position.
4. Completes a minimum of forty hours of approved training annually.
5. Maintain any required certification (CPR, First Aid, Water-Safety, and Pro-Act).

6. Utilize Microsoft products – Outlook, Excel & Word
10) 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.
6. Requires ability to physically restrain a client(s).
7. Requires working under stressful conditions and working irregular hours.
11) CONDITIONS OF EMPLOYMENT
1. Must be at least 21 years of age. 

2. Must have a valid California Driver’s License with at least five (5) years of driving experience.
3. Must have no more than two (2) violations totaling one point each in the past three (3) years.
4. Must have no DUI or suspended license in the last seven (7) years. 
5. Must have proof of auto insurance coverage. 
6. Must have Department of Justice, FBI, and CAIC fingerprinting clearance.
7. Must have fully completed and submitted employment application.
8. Must have 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’s Signature: 






Date: _________________

Agency Rep. Signature:





Date: _________________
Revised 1-18-17
Saving Lives, Changing Lives, Building Hope For Children & Families

