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Job Description
Department:
Southside Employment Services
Position:
Employment Services Supervisor
Responsible to:
Director of Programs
Position

Description:
Employment Services Supervisor has the overall staff supervisory and management responsibility for Employment Services, including division administration and the maintenance of professional standards of practices by division staff and participant workers.  The Supervisor looks for ways to grow employment opportunities to allow Southside Art Center the ability to provide more jobs for participants.
Duties & Responsibilities:

A. Division Supervision:
1. Responsible for managing and supervising all staff, volunteers, and participants who participate in Employment Services.

2. Participate with staff, participants, Recycling Business Manager and Director of Programs in the evaluation and revision of the division/contracts of the division to meet changing participant needs.

3. Provide timely written and verbal reports to the Director of Programs upon request.

4. Provide regular and timely feedback to Director of Programs regarding staff performance issues, participant performance issues, and division recommendations.

5. In Coordination with Recycling Business Manager and Dispatch, coordinate daily division staffing and routes for all recycling staff.

6. Alert Director of Programs & Executive Director to site problems, which may not comply with State Licensing, and take immediate action if necessary.

7. Be familiar with Southside Art Center policy manual and its implementation with staff.

8. Be familiar with rules and regulations of the city, county, and state agencies as they relate to the division.

9. Coordinate, run, and maintain all time studies for sub-minimum/commensurate wage records required by the Federal and California Department of Labor.  
10. Create and implement task analyses & job standards for all jobs done by Employment Services.
11. Set up and use tickler system to insure timely management.

12. Grow employment opportunities to allow SSAC to employ more people with developmental disabilities as well as provide additional funding for agency needs.

13. Forward purchase of service requests to Director of Programs.

14. Work with Director of Programs to oversee and train staff on Participant's Individual Service Plans.  Work closely with staff on creation and implementation of ISP goals.
15. Meet weekly with Director of Programs and/or Executive Director to give updates on Employment Services development and quality assurance issues.

16. Prepare reports for and attend Board of Director meeting as requested by Director of Programs or Executive Director.

17. Insure all Employment Services tools are kept clean, maintained, secured, and accounted for (including but not limited to back supports, gloves, company shirts, dollies, carts, bins, vehicles, computer, etc.)

18. In conjunction with Recycling Business Manager, ensure business quality standards are being met by staff and participants.
19. Request any supplies and/or repairs needed in a timely manner.

20. Other duties as requested by the Director of Programs or Executive Director. 

B. Insure Professional Standards of Practice by Staff:
1. Provide supervision of staff and participant workers.

2. On-going review with staff to insure that Southside Art Center's policies and procedures, as well as basic good business practices and safety regulations are being practiced.

3. In conjunction with Director of Programs, participate in the process of interviewing and hiring division staff.

4. Timely completion of staff performance appraisals to Director of Programs during staff’s hiring month.

5. Manage on-going staff morning meetings with input from Recycling Business Manager for recycling crews to build morale and provide information and feedback to/from staff.

6. Participate in development of in-service training schedule to insure maximum growth for staff and participant staff as they learn to better meet customer needs in areas of job skills development, work ethics training, etc.

7. Provide physical assistance to staff & participant workers as required to assist them.

8. Intervene in participant crisis situations as required.

9. Provide safety education for staff and participants including but not limited to how to properly lift heavy objects, how to stretch and maintain health, and how to complete tasks without getting injured.

C. Quality Assurance, Evaluation, and Long Range Planning:
1. Organize a timely data collection system to reflect whether Employment Services is doing what it is set up to do, providing the services in a timely and efficient manner, and is accomplishing its stated goals.

2. Maintain ongoing communications with Business Manager, staff and participants regarding meeting Recycling business objectives.

3. Review participant charts, I.D. Notes, and I.S.P. processes to insure that timely documentation occurs and that participant needs are being met.  
4. Create files for all participants that work in Employment Services.  Information will include time studies, timecards and anything pertaining to work.
5. Work with contracts to make sure work is being performed in a timely manner to allow all reports and billings to be made in a timely manner.

D. Community & Business Networking:
1. Act as liaison to all job site contacts and other public customers at large for SSAC.
2. Seek out additional businesses and ventures to grow Employment Services.
3. Manage Employment Services business contracts efficiently and effectively to provide ongoing, proficient customer service.

a. Check voicemail at least 2 times daily
b. Provide call backs to all customers in a timely manner and within a 24 hour period.
c. Provide information to staff with vital up-to-date information.
E. Professional Training and Development:
1. Attend Adult First Aid/AED/CPR classes and other first aid classes as required by agency.
2. Attend professional training conferences as requested by the Executive Director (occasional training activities may be scheduled during week- end time.)

F.
Desired Personality Traits for Supervisor Applicant:

1. Supervision of employees, sales/marketing of products/business, and proven track record of customer service a must.

2. Some familiarity with Developmental Services Field and a personal commitment to concepts of normalization, self-advocacy, supported work and integrated life.

3. Effective written and verbal communication skills.

4. Charismatic personality/ability to elicit staff and public respect.

5. Ability to be tactful and use good judgement when intervening in a variety of situations.

6. Ability to be self-motivated.

7. Ability to be organized, prioritize tasks, and respond to job duties in a timely manner with good follow-through.

8. Excellent customer service skills and multi-tasking skills.

9. Competent using MS Office 2010 (Word & Excel) and ability to organize data to create routes, presentations, and reports.

10. Ability to be a creative problem solver.

11. Demonstration of a good sense of humor.

G.
Applicant Requirements:

1. AA degree (B.A. Preferred) in Behavioral Sciences or related field and/or 2-3 years of experience in field of developmental disabilities with a year of supervisory experience in a human services field preferred.
2. Supervisory experience of 1-2 years necessary.

3. Previous experience in Developmental Services Field helpful.

4. Computer skills using email, Excel, Word, and other like technology needed.

5. Possession of a valid driver's license and proof of insurance required. 
6. Possession of a reliable car.

7. Applicant must be free of substance abuse.

*State Licensing must approve final hiring decision.

I have read and understand this job description and its expectations and duties:

Printed Name
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