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Capital Area Council of Governments
Job Description


CAPCOG Title:
Lifespan Respite Project Coordinator



Division:
Area Agency on Aging

Reports to:
Care Coordinator Program Manager







  State Title and Grade:  
Program Specialist I/Volunteer Services Coordinator III/ B17

FLSA Status:
 FORMCHECKBOX 
 Exempt            FORMCHECKBOX 
 Non-Exempt

GENERAL DESCRIPTION

Develop a volunteer-based respite program by conducting activities which will build respite capacity through the identification and recruitment of new individuals and organizational respite care providers.  Work involves planning, organizing, and promoting the volunteer program; identifying and authorizing services and assistance to care givers; and training volunteers.  Will train volunteers.  Works under limited supervision, with moderate latitude for the use of initiative and independent judgment.
EXAMPLES OF WORK PERFORMED

· Participates in the planning, development, and implementation of the respite program

· Develops outreach and educational materials 
· Conducts regularly scheduled outreach and educational presentations
· Identifies and assesses caregivers for participation in the program and authorizes services

· Connects caregivers to formal or informal respite care providers

· Volunteer recruitment, training, supervision and appreciation

· Researches and implements best practices using available sources

· Gathers the satisfaction level of services provided from caregivers
· Identifies and maintains a registry of respite providers in the region; input may come from consumers and stakeholders on local advocacy groups
· Participates with DADS in project reporting and evaluation
GENERAL QUALIFICATIONS  

Education and Experience
Graduation from an accredited four-year college or university with major course work in a field relevant to human services is generally preferred.  Experience in human or social services.  Experience and education may be substituted for one another.
CAPCOG Core Competencies
· Leadership – Provides direction, motivation, and an example through open communication, optimism, and modeling best practices.

· Achievement Orientation – Balances competing priorities to meet all project and team commitments in a timely manner and delivers quality results.

· Concern for Effectiveness – Demonstrates a commitment to producing the highest quality work possible, while monitoring long-term impact.

· Teamwork - Recognizes independence and talent of each member; fosters a climate of trust, works within the team structure, understands the team perspective, and commits to goal attainment.  

· Communication – Ensures that key issues are addressed and that important information is shared quickly and effectively up, down, and across the organization.

· Customer Service – Consistently demonstrates respect, responsiveness, and professionalism towards others while providing superior service for customers.

Position Specific Competencies
· Planning, Organizing, Executing – Shows an ability to think through an issue at a broad level, break it down into smaller parts, bring together the necessary resources, and then implement.
· Developing and Maintaining Relationships – Builds effective working relationships with others including customers and co-workers. This can include being able to provide good customer service, work well in teams, understand others’ perspectives, and recognize and resolve conflicts.  

· Personal Motivation – Sets work-related goals and strives to obtain them. This includes showing initiative, willingly accepting additional responsibility, and following through to ensure goals are met.

· Developing and Maintaining Relationships – Builds effective working relationships with others including customers and co-workers. This can include being able to provide good customer service, work well in teams, understand others’ perspectives, and recognize and resolve conflicts.  

· Interpersonal Sensitivity – The ability to anticipate how words and actions will be perceived by other people in one-on-one or small group settings. This includes being sensitive to people of different cultures and backgrounds and being able and willing to understand another person’s perspective.

Knowledge, Skills, and Abilities

Knowledge of:

· Local, state, and federal laws related to the program area
· Service delivery systems and coordination of such systems
· Interviewing techniques
· Mental illness and emotional components of physical illness
· Community resources 
· Computers and MS Excel, Word, and Outlook
· Techniques used to keep audiences tuned to the message being given
Skill and Ability in:

· Speaking before groups to cause understanding and investment in the program

· Conducting one-on-one interviews 

· Assessing needs from available information 

· Oversee, plan, organize, and promote
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