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JOB DESCRIPTION 




 
Job Title: IL Services Coordinator
Reports to: Program Manager
Exemption Status: Non-Exempt


Location: Oahu
Effective Date: Updated 8/2014
Purpose:  
Under the supervision of the Program Manager, the primary goal of the IL Services Coordinator is assisting persons with disabilities to live more independently through advocacy, transition and related services.  The IL Services Coordinator performs various duties in support of all Access to Independence services and/or programs but may also have unique duties and responsibilities associated with a grant or service.  

Essential Duties & Responsibilities:

1. Conducts thorough consumer intakes including consumer needs’ assessment, Independent Living Plan (ILP) development and/or goals and tracks implementation progress as determined by the type of ILP or goal.

2. Travels efficiently and independently throughout the service area (as determined by physical location) to assess and/or facilitate consumer access to programs and services.
3. Works independently, within the scope of the position, to coordinate consumer access to Access to Independence services including individual and peer support groups, housing, I&R, transportation, health care and AT and follows up to ensure consumer goals are met.
4. Trains and supports consumers in self advocacy skills and efforts with a goal of independent self-advocacy.
5. Initiates and conducts outreach activities to consumers, other service providers and the community to educate and promote Access to Independence services as well as develop community relationships which result in resources for consumers.
6. Provides benefits analysis and/or counseling to consumers as needed to evaluate services that may be available to the consumer, assisting consumers as needed with appropriate follow up (i.e. tracking benefit changes, referral to outside resources)  to ensure service needs/goals are met.
7. Responds to consumers, other service providers and/or community partners by answering and/or returning phone calls promptly and/or by following up with consumers in writing as needed

8.  Maintains complete, organized, confidential consumer records including timely CFAL input, well documented case notes and follows established procedures related to inactivating consumer files.
9. Documents and/or collects, on a routine basis, goals and outcomes successfully achieved by consumers for use in promotional materials and/or federal/state reports.

10. Other duties as assigned.
Other Duties & Responsibilities:

1. Participates in committees inside and outside the organization which promote and support Independent Living philosophy.

2. May participate in the generation of all necessary reports for submission to the appropriate agency by the report deadline.

3. Clerical/administrative work as needed to respond to consumers, maintain consumer files and records and support office operations including answering phones and typing on computer.
4. Participate in a minimum of one (1) major area of systems advocacy such as benefits, health care, education, etc. and communicate key issues to other staff members.

Requirements / Job Specifications
Knowledge / Skills / Abilities:

· Skill with general office procedures (i.e. filing, collating, typing, answering phones).

· Skill in using Microsoft Office applications in an IBM PC environment.
·  Ability to operate standard office equipment (i.e. copy, fax, phone, computers).
· Ability to understand and implement the organization’s policies and procedures. 
· Ability to understand and implement IL philosophy.
· Ability to advocate for people with disabilities and train others in self-advocacy.

· Ability to promote and clearly explain the services that Access to Independence offers to consumers, other businesses and organizations in the community.

· Ability to effectively manage conflicts and resolve conflicts successfully.

· Ability to define problems, collect/analyze data, establish facts, and draw reasonable conclusions and solutions in accordance with established organization policies and procedures.
· Ability to take and/or follow direction, exercise initiative, ingenuity and sound judgment in accordance with established policies and procedures.

· Ability to maintain confidentiality and confidential information.  
Education 

· A.A. degree or some college in a social services or related field. 
· Bachelor’s degree in social services or related field preferred.

Work Experience

· 2-4 years related professional experience.
· Experience working with people with disabilities, preferably in an Independent Living Center is preferred.
Licenses or Certificates

· None
Interaction:

· Interacts with all levels of employees, consumers and/or outside agencies on a daily basis.

· Must possess the ability to interact effectively (influence, exchange and communicate information so it is understood) with consumers, employees at all levels of the organization as well as those outside the organization and provide appropriate communication to the target audience.
Language Skills

· Ability to clearly communicate, both verbally and in writing, with all levels of staff, consumers and outside agencies.

· Must possess the ability to conduct effective oral presentations.
· Bi-lingual (English/ Chuukese, Mortluckese, Cantonese, Malay) preferred.
Mathematical Skills

· Must possess basic math skills including the ability to add, subtract, multiply and divide numbers accurately as well as the ability to accurately calculate percentages.

Mental Demands

· Must possess excellent organizational skills, including the ability to effectively juggle multiple and/or competing priorities.

· Must possess strong analytical skills, follow through and attention to detail.

· Must possess the ability to self-motivate, set and meet goals to achieve desired results.

· Must be able to meet deadlines and be results oriented.

· Must demonstrate the ability to work independently within the scope of the position, make decisions and use good judgment and discretion in the decision making process.
· Must be accountable for decisions and actions.

Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with qualified disabilities to perform the essential functions.

· Requires the ability to see, hear, speak and be understood by individuals, groups and/or people with disabilities.

· Requires the ability to interact with people with disabilities.

· This position requires manual dexterity and the ability to sit, stand, walk, bend, stoop and lift, on occasion, objects weighing up to 50 pounds.

· The ability to move around in an office environment.  

· Requires the ability to independently travel around the community, subjecting the incumbent to all the hazards associated with vehicular travel, in an effective and efficient manner to conduct consumer needs’ assessments.
· May require the ability to occasionally work on weekends.
· Occasional need to intervene in consumer behavioral issues may subject the incumbent to some physical risks.

Work Environment:

The work environment described here is representative of those that an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with qualified disabilities to perform the essential functions.

· Indoor office environment with moderate noise level and exposure to other work site environments. 

Disclaimer:  “The above statements are not intended to be an exhaustive list of all responsibilities, duties and skills required of personnel so classified.  Nothing in the job description restricts the company’s right to change, assign, or reassign duties and responsibilities at any time for any reason.” 

Access to Independence and its affiliates are equal opportunity employers.  All qualified minorities, women and/or persons with disabilities are encouraged to submit their resume to the following address:
200 North Vineyard Blvd.

Ste. 508, Box 4

Honolulu, HI  96817
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