Job Title: 
Director of Training and Development

Department: 
Administration
Reports to:  
Chief Executive Officer, Chief Operating Officer
Date Modified: 
October 9, 2007
I. PURPOSE OF THE JOB: 
· To facilitate the evolution and implementation of corporate decisions for the Polus Center and of training and care for developmentally disabled individuals served by it.
II. ESSENTIAL FUNCTIONS AND RESPONSIBILITES:
· Review, revise, and work with team members on evolving recruitment policies, new hire orientation materials and guidelines for Shared Living providers.
· Facilitate development and implementation of Polus Center projects (as needed) by attending meetings, circulating meeting notes and decisions, tracking agenda items, and following up on resolutions and plans emerging from staff meetings.

· Facilitate development and improved care for people served by the Polus Center Shared Living staff by reviewing current care plans, visiting households, conducting Person Centered Planning meetings, designing and leading provider discussion forums, and development of curricula for training programs offered to providers and individuals receiving support.
III. OTHER DUTIES AND RESPONSIBILITIES:
· Write and work with staff members to produce and distribute Shared Living newsletter.

· Plan and organize three special annual events for people living in Shared Living households.

· Develop training programs with Chief Operating Officer for Advisory Boards for the Polus Center and for regional Shared Living programs.

· Support Shared Living Program Directors by attending meetings, ISPs, and planning meetings.

· Facilitate communications for the Polus Center about its work and the Shared Living concept by developing, writing,  and producing in cooperation with other staff informational materials, both written and other media materials.

· Support International projects by assisting with grant budget proposals, planning training workshops in Central America, writing orientation and training materials for international providers and staff, and team-planning annual international fundraiser.
IV. SUPERVISORY RESPONSIBILITIES:  Currently none.
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.
· 4-year college degree evidencing ability to write, analyze, and communicate effectively.

· 5 years experience, possibly including student internships, in working directly with people who have developmental disabilities.

· Familiarity and experience with Person Centered Planning and the theory of Social Role Valorization.

· Graduate degree in human systems operating or human services related field preferred but not required.
· Computer word processing and typing skills required.

VI. FISCAL RESPONSIBILITY:  Currently none.
VII. PHYSICAL DEMANDS:
· Driving to meetings several times per month.
VIII. WORKING CONDITIONS AND ENVIRONMENT
