Job Title: 
Program Director
Department: 
AFC
Reports to: 
CEO, COO
Date Modified: 
12/01/2009
I. PURPOSE OF THE JOB:   

· To create, develop, and direct regional AFC program of shared living in the community for physically and/or developmentally disabled individuals.
II. ESSENTIAL FUNCTIONS AND RESPONSIBILITES:

· Direct and supervise all aspects of Polus Center’s AFC program within his/her region.
· Assist the COO to develop and implement the policies and procedures for AFC.

· Ensure that each caregiver and each home meets the requirements of the program.
· Become familiar and build rapport with each disabled individual seeking community life services; identify interests, strengths, needs, and goals.

· Design individually appropriate program of personal development (“Individual Service Plan”) and support for disabled people centered on the concept of adult foster care.
· Connect appropriate shared living providers and disabled individuals.

· Provide assistance, support, and problem solving for foster care providers.

· Cooperate with Elder Services, Social Security as Representative Payee, medical providers and hospitals, adult foster care providers, employers, and family members and/or legal guardians to manage crises, solve problems, and to identify individual goals and the support needed to enable the individual served to attain their personal goals.
III. OTHER DUTIES AND RESPONSIBILITIES:
· Document all activities related to the individual served, including filing reports with AFC, maintaining medical records, keeping file notes on personal visits and all telephone calls, documenting all expenditures from Social Security and other financial support, and filing reports on all contacts with first responders.
· Be available for emergency calls regarding the served individuals 24 hours per day, 7 days per week.   Needs of the disabled individual may require accompanied hospital visits.
· Represent the interests of the disabled at meetings with AFC to manage crises, solve problems, review risks, and devise strategies to improve the individual’s life.
· Design training activities to bring shared living providers and the disabled to closer mutual understanding and appreciation.  
· Develop resource file of shared living providers appropriate for respite and vacation care, or for emergency placements.
IV. SUPERVISORY RESPONSIBILITIES:

· Oversee the hiring, training, supervision, evaluation and termination of all Polus Center’s AFC employees and consultants within his/her region.

· Provides assistance and support as needed and required by household providing adult foster care.
V. KNOWLEDGE AND SKILLS:

· Is familiar with and accepting of the guiding principles of the Polus Center, and is willing to strive to uphold, implement, and share those principles with individuals receiving services and their networks.

· Able to internalize and embody the concept of Social Role Valorization.
· Comfortable with, appreciative of, and dedicated to the developmentally, emotionally, and/or physically disabled.
· Critical and creative thinking skills required for solving even unanticipated problems quickly.
· Communications skills including ability to understand and respond to varying requirements of others for consultation, advice, disclosure, and partnership.
· Ability to use common sense and good judgment in support of the physically and developmentally disabled.
· Adaptability to situations involving, and relationships with, widely differing individuals and agencies.
VI. FISCAL RESPONSIBILITY:
· Oversee payment of caregivers.

· Oversee the fiscal administration of the AFC program billing and filing reports for his/her region, with the assistance of the Director of Finance and Administration. 

· Account to Social Security monthly as Representative Payee for the disabled person’s financial support.
· Supervise program expenditures and keep within program budgets.
· Devise program budgets for annual funding in cooperation with CEO, COO and Director of Finance and Administration.
VII. PHYSICAL DEMANDS:

· Travel within state to meetings and personal visits, sometimes at night or during weekends.
VIII. WORKING CONDITIONS AND ENVIRONMENT

· Long but flexible hours, 45-60 per week, may partially be performed from home or in accord with personal/family scheduling needs.
· Required meetings vary in formality from official AFC reviews to fun-oriented community gatherings.
· On call for emergency support including hospital visits, 24 hours per day, seven days per week, and during vacations.
