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Announcement Number:   2019-08
Who can apply: CSS Employees Only
Open: April 1, 2019
Closed: April 5, 2019
Note:  This position is for the guam cancer trust grant for the period
 april 1, 2019 to april 1, 2020, subject to renewal
	Position Title
	Program

	Respite Care Supervisor
	Guam Cancer Trust Grant


Character of the Job:
Employee in this class works in accordance with the established program guidelines.  This is a moderately responsible position in which employee is accountable for the scheduling and assignment of clients for services and ensures services are performed in accordance to program guidelines, policies and procedures.  The employee is responsible for the collection, preparation and input of data in compliance with reporting requirements. Job performance is reviewed by and reports directly to the Program Manager.
Illustrative Examples of Work:

(These examples do not list all the duties which may be assigned; any one position may not include all duties listed)

1. Receives and processes all client services to ensure program compliance.
2. Supervises staff activities and reviews and recommends approval of leave requests based on availability of staff.

3. Prepares and submits performance evaluations of staff.

4. Monitors daily client schedules, assists in the planning and designing of client services with the approval of client caretaker.

5. Monitors telephone check in/out of staff to ensure services are performed.

6. Notifies staff of changes in client schedules promptly.

7. Receives and reviews Units of Service following service month and refer to assigned staff for input of data for reporting requirements.

8. Prepares and notifies referring program through progress reports for any change(s) in client status, i.e. change in residence, phone numbers, hospitalization, off-island, etc.

9. Responds and resolves client concerns/inquiries in a timely manner.

10. Conducts periodic field observation of staff to ensure quality performance of services is compliant with contractual requirements, policies and procedures.

11. Ensures work requirements are timely met; i.e. renewal of health certificate, police, traffic, and court clearances vehicle registration/insurance, etc.

12. Ensures attendance of staff to workshop/training as per contract requirement.

13. May conduct staff meeting and attend management meetings or other related program activities in the absence of Program Manager.

14. Ensures the confidentiality of information and that established policies and procedures are adhered to by the staff.

15. Performs other related duties as assigned.

inimum knowledge, skills and abilities:
1. Knowledge of established policies and procedures in meeting program objectives.

2. Knowledge and application of computer skills and other office machines/equipment.

3. Knowledge of personnel rules and regulations and labor laws.

4. Ability to supervise and conduct performance evaluation.

5. Ability to write and read, communicate effectively orally and in writing.

6. Ability to maintain complete and accurate records and data and prepare reports.

7. Ability to exercise sound judgment in the solving of client/staff concerns/issues.

8. Skilled in the safe operation of motor vehicle.

REQUIRED EDUCATION AND EXPERIENCE:
High school graduate or GED equivalent with five (5) years minimum work experience as a Nursing Assistant or personal caregiver attendant or Home Health Care Aid. 

SPECIAL REQUIREMENTS:

A. Current Institutional Health Certificate
B. Original Police/Court/Traffic Clearance
C. Current Drug-Free Certification
D. Updated “Free of Infectious Disease” Certification
E. First Aid/CPR Certification
F. CPI Certification
G. Driver’s/Chauffer’s License and must have their own vehicle
REQUIRED DOCUMENTS: To validate credentials you may claim (e.g. High School Diploma, /College Transcript), a copy of a certified copy of the document(s) and resume must accompany the application.  Failure to provide proof may result in a determination of not meeting required education and/or experience.    If selected, you will be required to submit a recent Police, Traffic and Court Clearance and submit to and pass a drug test.

For more information, please contact Ms. Linda Del Rosario, Personnel Officer at 635-1412.
DIANA B. CALVO
Executive Director
Catholic Social Services does not discriminate in employment on the basis of race, color, religion, sex, national origin, political affiliation, sexual orientation, gender identity, marital status, disability and genetic information, age, membership in an employee organization, or other non-merit factor.


