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CLEVELAND SIGHT CENTER


JOB DESCRIPTION

I.
POSITION:
Residence Center Liaison

II.
JOB CATEGORY:
Supportive

III.
RESPONSIBLE TO:
General Manager Business Enterprises &




Residence Center
IV.
POSITIONS SUPERVISED:  Volunteers

V.
DESIRED QUALIFICATIONS:

A.  Education:
High School graduate or equivalent.  

B.  Experience:
Minimum of one-year work experience in human services setting.  Prefer experience with special needs populations.

C.  Skills:
Knowledge of and adherence to commonly accepted professional and ethical standards. Excellent communication skills.  Ability to be self directed.  Ability to be flexible.  Ability to completely handle a variety of emergencies, i.e., medical, building evacuation, alarms, etc.  Ability to relate well to the family and friends of the residents.  Ability to manage the services, programs and maintenance requirements of the residence center.  Ability to be a member of a professional team.  Must be flexible in scheduling personal time off to coincide with fluctuations in client activity.  Ability to use email and various software and computer applications.  Maintains cooperative working relationships with other agency personnel (transportation, maintenance, volunteer services, etc.).

D.
Physical:
Must possess reliable automobile, valid Ohio driver's license and excellent driving record. Must be able to transport clients in own or agency vehicle to and from grocery store, physician appointments, emergency situations and other miscellaneous activities. Must assist clients as needed with activities, i.e., carry groceries, etc.  Dexterity to perform minor maintenance and other related and required duties of position.

VI. BASIC FUNCTION:

Under the direction of the Manager Business Enterprises and Residence Center the Residence Liaison is responsible for the general supervision of the Cleveland Sight Center Residence Center.  The Residence Liaison is on full time active duty 4:00 - 11:00 p.m. five days a week as scheduled and "on call" those same nights from 11:00 p.m. to 8:00 a.m.
VII.
SPECIFIC RESPONSIBILITIES:

1. Coordinates requests for use of residence center space: including receiving requests, keeping residence center reservation calendar current and answering requests for space as to its availability.

2. Greets new residents, their families and/ or friends when they are reporting in for the first time, usually on Sunday's from 1:00 - 6:00 p.m.

3. Provides orientation for new residents to their apartments (including large and small equipment), and to the residence center, i.e., exits, alarms, emergency procedures, laundry area, public telephone, etc.

4. Orients residents and discusses for understanding the Residence Center Rules, giving the signed copies to the supervisor.  Ensures accessible materials for use by residents.

5. Maintains the new resident's Medical Information or the signed Waiver. 
6. Provides general supervision in the residence center and observes an "open door" policy generally between the hours of 4:00 - 11:00 p.m.

7. Is available for assistance when required and appropriate, including weekends and holidays, as the residence center population may require.

8. Assists with residents’ special management needs as requested by the residents' case manager, i.e., blood glucose monitoring, filling syringes, observing while taking medication, etc.

9. Responds to emergencies as required and documents incident appropriately.

10. Proficient in use of all residence center "shut offs", setting alarms and disarming building.  Contacts facilities/maintenance as needed for assistance and to report problems.

11. Offers all residents Cleveland Radio Reading Service and Talking Book equipment.  Assists in obtaining and returning the equipment.

12. Drives residents to grocery store and other activities, assists residents in meeting their transportation needs, and assists residents with planning these activities (cost of personal transportation for non-program use is the responsibility of the residents).

13. Confirms with residents and/or their case managers that transportation for arrival and departure from their CSC/R.S.C. program is in order.

14. Conducts weekly residence center meetings for the purpose of communicating information, planning recreational/ social activities and shopping trips and to provide the opportunity for general discussion and problem solving.

15. Assists the residents with shopping plans using volunteers when possible.  Residents in PREP should be scheduled in conjunction with their A.D.L. Programs.  Residents in all other CSC or R.S.C. programs may once a week have need of a scheduled shopping trip with assistance.  On occasion emergency shopping will need to be arranged, i.e. a new medical prescription, etc.

16.  Checks apartments before and after client arrival/discharge and maintains an inventory of furnishings and equipment and makes arrangements for maintenance and/or replacement as needed.

17. Performs other related duties upon the request of the supervisor.

VIII.
ESSENTIAL FUNCTIONS

1. Ability to use and input into software applications

2. Valid Ohio drivers license in good standing and own transportation to transport clients to and from campus

3. Ability to perform all required tasks and responsibilities as outlined in job description

4. Work extended and off hours, including weekends and holidays

5. Maintain physical requirements of position
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