DISTRICT THREE GOVERNMENTAL COOPERATIVE

JOB DESCRIPTION

JOB TITLE:
RESPITE CARE PROGRAM COORDINATOR

JOB SUMMARY: Under the supervision of the In-Home Services Director, the Respite Program Coordinator as part of the Caregiver Support Unit shall be responsible for administering the Respite Program in the District Three service area.

JOB DUTIES: The responsibilities of the Respite Care Coordinator include, but are not 
limited to, the following:

· Developing and distributing educational materials related to care giving.

· Providing support and educational services to caregiver support groups and individual caregivers and expanding caregiver support groups.
· Promoting the development of Adult Day Care and other services that provide respite for caregivers.

· Administering the agency’s personal care/respite program.

· Soliciting referrals and enrolling clients in adult day care and personal care services.

· Reporting all accidents, incidents, safety hazards and unsafe conditions to the Financial Division Director.

· Performing other duties as assigned by the In-Home Services Director or Director of Aging & Disability Services such as the Chronic Disease Self-Management and Benefits Enrollment programs.
JOB QUALIFICATIONS:
The Respite Program Coordinator must have a bachelor’s degree or equivalent, plus two or more years of long-term care related experience.  

The Respite Care Coordinator must be able to:

· learn and understand routine tasks 

· follow routine instructions 

· adapt to changes

· remain alert at all times

· learn complex skills 

· solve problems

· deal with multiple issues simultaneously

· operate computer equipment

· communicate effectively with the public

· sit in one position for up to four hours

· work at a moderate pace with some rest

· speak audibly and understandably

· work more than eight hours in a day

· drive a vehicle for work related activities
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