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E
DISABILITY SERVICES COORDINATOR

DESCRIPTION:  Under administrative direction, coordinates the disability services programs of the Department of Social Services activities necessary to support the planning organization and implementation of the program. Supervises activities of Social Services Disabilities Services Specialist and related program staff; performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Analyzes records and reports on the status of the disability services program to evaluate program progress; implements necessary actions to ensure the goals and objectives of the operations directed are attained.

Confers with other program/divisional administrators to discuss the administration of the agency's disability services program and to resolve administrative problems that impair the effectiveness and efficiency of the operations and activities directed; participates as a member of the agency's policy making team to evaluate and resolve administrative/program problems or issues.

Coordinates the internal and external administrative operations and activities of disability services program to facilitate the carrying out of management's policies and to attain agency and/or program goals and objectives.

Determines the resources necessary to accomplish the disability services program goals and objectives; recommends the acquisition and allocation of staff, facilities, equipment, or other resources to attain established program goals and objectives.

Develops plans and schedules of work activities for guiding the operation of the disability services program to ensure established goals and objectives.

Discusses policies and procedures with Social Services Disabilities Services Specialist and related program to provide operational guidelines for the accomplishment of goals and objectives and instructs staff on how to handle operational matters when existing policies, procedures, or guidelines do not cover the situation; obtains pertinent information when an issue requires expertise to provide conclusive answers.

Develops and discusses procedures and policies with staff to ensure their understanding and adherance to established goals and objectives and the agency's approach to the accomplishment of program responsibilities.

Develops budget justifications for major expenditures such as programs, staffing, facilities; and equipment; participates in the development of agency policy pertinent to overall organizational and financial management issues.

Develops grant applications, federal and state plans and plan amendments, and program impact/evaluation plans and reports.

DISABILITY SERVICES COORDINATOR  (continued)

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  the scope and impact of the operations and activities directed and their relationship with programs and units within the agency; the organizational structure, functions, policies, and standards of the agency; source material and guidelines for resolving problems not covered by precedent or established policies of the agency; the organizational structure, functional relationships, and administrative processes of the executive and legislative branches of state government; the federal and state laws and administrative regulations that govern the operations directed.

Ability to:  understand and support management policies and procedures that impact on established short and long-term goals; develop and evaluate options and plans of administrative action for solving organizational and operational problems; coordinate administrative/program operations and activities; develop and implement program objectives and performance goals; assess staff progress toward achievement of program objectives and adherence with program standards.

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  the principles and practices of administration including planning, organizing, staffing and budgeting; the techniques of program research, planning and evaluation; community based and institutional disability services; habilitation and case management; habilitation services delivery.

Ability to:  plan, organize and assign the work to staff; apply administrative principles and practices to the operations directed; train and evaluate staff based upon their capabilities and performance; communicate orally and in writing with persons representing divergent backgrounds, interests and viewpoints to exchange administrative/program information and to explain agency operations and management decisions; prepare administrative, legislative and program reports and recommendations; analyze the critical elements of and operational problem pertinent to the planning and directing of administrative/program activities.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combination of training and/or experience that will enable the incumbent to possess the required knowledge, abilities and skills.  A general qualification guideline for positions in this class is post high school coursework/training in:  social/behavioral sciences, education, speech pathology/audiology, physical/occupational therapy, or rehabilitation counseling and experience in the administration and the delivery of habilitation and case management services to persons with disabilities.

