COMMUNITY SERVICES MANAGER
(Aging and Physical Disabilities)

DEFINITION

Under the direction of the division manager, works with older people with physical disabilities and agencies providing services in the fields of aging and physical disabilities; responsible for program development functions including resource planning, analyzing service gaps, developing and managing waiting lists and assisting in the redesign of programs; contract management functions including planning, budgeting, monitoring and evaluation of assigned purchase of service contracts; service eligibility and authorization functions; complaint and grievance investigations; general public information and referral functions; and performing related duties as assigned.

EXAMPLES OF DUTIES

Maintains regular contact with assigned purchase of service contractees in regards to the authorization of client specific services; manages service demand and service availability functions to insure older people and people with physical disabilities are appropriately served with an individualized treatment plan which promotes maximum independence in the least restrictive setting compatible with the needs of the clients; works with clients, individuals, their families and significant others to insure an appropriate match between services and client needs; assesses the appropriateness of current purchase of service contracts to meet client needs and recommends service expansion and/or reductions through annual review of proposals and issuance of purchase of service contracts; supervises responds to general information demands including public presentations about services available to older persons and persons with physical disabilities in Dane County.

EMPLOYMENT STANDARDS

Education and Experience:  Bachelor’s degree in rehabilitation, social work or a closely related field and at least two years of professional work experience in a relevant field.  A Master’s degree is preferred.

Knowledge, Skills and Abilities:  Knowledge of the fields of aging services and disabilities services and ability to assess needs of and services for elderly and disabled persons; knowledge of the principles of administrative and budgetary management; knowledge of developmental disabilities services available in the community; ability to work independently or with others in an effective manner; ability to communicate effectively both in writing and orally; ability to respond to individual or group requests for information regarding the field of developmental disabilities.

Licenses or Other Requirements:  Valid Wisconsin driver's license (or eligibility for) and access to personal transportation.
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