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JOB ANNOUNCEMENT

Bill Wilson Center is a nationally and regionally recognized leader for providing services to at-risk youth and families. Our agency -- from our executive team to our line staff -- is committed to improving the lives and conditions of the people we serve.  We provide direct services to more than 3,500 children, youth, young adults and families in Santa Clara County. BWC provides services that meet the cultural and linguistic needs of our whole community. We value our unique ethnic diversity as well as the LGBTQ community and non-able body community. Join us and become a difference maker at Bill Wilson Center!  Find out more at http://www.billwilsoncenter.org/bwc_jobs/


JOB TITLE: 

Program Manager – Youth Shelter

SUMMARY:
The Program Manager supervises Residential Counselors and Relief/On-Call Residential Counselors and cares for youth housed in our 20 bed co-ed Shelter for 11-17 year old youth by performing the following essential duties and responsibilities.
ESSENTIAL DUTIES AND RESPONSIBILITIES:   
· Oversight of 20 bed group home for runaway, homeless and at risk youth exhibiting high risk behaviors and mental health issues
· Create and implement a comprehensive Training program to include Orientation of new employees and continuing education for all Residential and Relief counselors. Trainings should be offered on an on-going, monthly basis and be scheduled on a one-year calendar in advance.
· Track and insure that all Residential Counselors obtain a minimum of 20 hours/year of continuing education
· Manage all scheduling of employees and maintain adequate ratios of staff to youth for each shift
· Maintain Resident Handbook and update as needed
· Provide on the floor Mentorship to all Residential Counselors and Relief staff
· Train morning Residential Counselor to do all scheduling of medical and dental appointments for youth who are in placement longer than 30 days or as needed
· Collect all data required for funding including, but not limited to, Satisfaction Surveys, Pre and Post Tests, RHYMIS, etc.
· Monitor use of staff overtime and avoid whenever possible
· Oversee medication administration, documentation, expirations, destruction of medication and medication policies and procedures
· Crisis Intervention
· Ensure that Residential Counselors and youth maintain cleanliness and tidiness at the facility at all times and report all maintenance issues immediately
· Develop outcome measurements, collect and assimilate data as directed
· Participate in monthly PQI committee and hold a minimum of quarterly PQI meetings with all staff in alignment with program metrics and grant goals. 
· Participate in agency Safety initiatives and proactively report safety issues to management immediately
· Train and cultivate Residential Counselor staff, provide mentorship, enforce policies and procedures for good care and supervision, complete annual performance evaluations and quarterly reviews
· Provide weekly individual supervision to each Residential Counselor across shifts
· Facilitate weekly staff meetings and clinical reviews
· Develop relationships with County Social Services, police departments, community CBO’s and other potential partners for placement, referrals and coordination of services
· Maintain Title XXII regulations for program
· Assist in development and refinement of program model including staff mentorship, youth development level system, recreational activities, therapeutic groups, program structure
· Keep census at full capacity
· Ensure data entry and documentation of all staff for compliance to grant goals, licensing requirements and outcome measures from intake to daily services to discharge
· Maintain client records through regular audits of current files and closing of discharged files. Note any discrepancies and provide ongoing training and coaching for compliance by all staff members
· Oversee initial assessments on referred residents and assist or complete intake process 
· Assist in program development modifications to encompass youth for dual population of longer term foster youth and short term homeless & runaways
· Maintain expenditures within budget guidelines
· Participate in county, agency, events and advisory meetings as directed
· Report verbally and in writing all incidents within Title XXII regulations to Director, County Social Workers, Parent/Guardians, Probation Officers and Community Care Licensing (CCL)
· Learn and utilize AWARDs electronic health care record and monitor Residential Counselor and Relief RC staff data entry
· Attend trainings per agency policy and procedures and as assigned by Supervisor
· Work closely with Case Managers, Clinical Director to report youth behaviors, mental health needs, incidents, concerns, etc.
· Assist Residential Counselors with setting weekly goals with their mentees that are measurable and celebrate all successes with staff and youth
· Run weekly Resident Council meeting with youth
· Ability to make sound clinical assessments and interventions with challenging youth behaviors and mental health issues
· Complete monthly House Occupancy Report’s (HOR)  and maintain program data base
· Oversee and signature authority for incentives, weekly allowance, recreation, program supplies, donations, clothing, birthdays, etc.
· Maintain client files and paperwork ensuring compliance with all regulatory agencies 
· Complete, review and forward CCL Incident Reports within 1 business day of  occurrence
· [bookmark: _GoBack]Conduct initial 6-month reviews for new hires and annual performance reviews for staff
· Approve financial requests for staff (i.e., mileage or reimbursement requests) and approve PTO requests
· Disciplinary/Corrective actions for staff if needed.  Bring any serious performance concerns to the attention of Human Resources.
· Ensure that any BWC vehicles used are kept tidy and that any maintenance or safety issues are reported to the Facilities Manager immediately.
· Ensure that site is neat and tidy and report all maintenance or safety issues to manger or Facilities Manager immediately.
· Regular attendance is a requirement of the position.
·  Other duties as may be assigned.

SUPERVISORY RESPONSIBILITIES:    		
This job supervises Residential Counselors and RELIEF Residential Counselors in the 20-bed crisis residential program.

QUALIFICATIONS:
Master’s Degree in Counseling or Psychology and two to four years related field experience or Bachelor’s Degree and three to five years of related field experience required.  Management and training experience required.  Experience working with culturally diverse youth required.  LCSW or LMFT desired.  Experience with Community Care Licensing (CCL) programs a huge plus!  Current CPR and First Aid Certification required (or complete within 30 days of hire).  Driving is a requirement of the job - must have possession of current CA driver’s license, access to a vehicle and personal automobile insurance.  Current CPR and First Aid Certification required (or complete within 30 days of hire).  Fingerprinting/background check as required by the Department of Justice and/or Title XXII regulations.  TB test required.

SALARY RANGE:
Very competitive depending on experience. Benefits include employer paid Medical, Dental, Vision, Life Insurance, Long Term Disability and Employee Assistance Program as well as access to Flexible Spending Account for Health and Dependent Care, Retirement Plan with discretionary Employer Contribution, generous Personal Time Off (PTO) Plan and Paid Holidays.  In addition, we offer extensive training, clinical supervision of BBS hours, mileage reimbursement, cell phone stipend, staff Wellness Program and much more!
For consideration, please submit cover letter and resume to:
ATTN: Resumes
FAX:  (408) 244-4022
EMAIL:  resumes@bwcmail.org 

EEO:	
Bill Wilson Center is an Equal Opportunity/Affirmative Action employer.


This position description intends to describe the general nature and level of work being performed by people assigned to this job.  It is not intended to include all duties and responsibilities.  The order in which duties and responsibilities are listed is not significant.  Because of a need to remain responsive to the needs of our clients and our Agency’s operations, responsibilities may be modified at any time.
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