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Job Description


1.
Position Identification






Revision Date: 2009/08/27

	Position Title:
	Manager, Rights of Passage Program

	Department:

	Program Services

	Reports To:
	Associate Director, Program Services

	Site or Location:
	326 West Pender Street


	Reviewed by
	________________________________

Employee’s Signature
	______________________________

Supervisor’s Signature

	Reviewed on:
	_______________________________

Date
	




2. Overall Role and Responsibility:
Provide leadership and direction for the Rights of Passage Program.  To manage all aspects of direct service in the Rights of Passage Program.  Responsibilities include overall operations and service delivery procedures. Working with the Associate Director of Program Services and the program management team to develop program, case management, and policy & procedures.  Ensure the development and safety of all staff and clients as well as adherence to the Mission, Principles, philosophy and policies of Covenant House.


3. Job Description
ACTIVITY A:
Program Leadership and Management
(60%)
· Create the environment for the success of all ROP staff and program participants

· Work collaboratively with the entire Covenant House Staff and Management

· Provide regular direct supervision of Shift Supervisors, youth workers and other staff within ROP

· Responsible for monitoring of staff and youth morale
· Identify trends, and promoting staff and work place health

· To interview, hire, and train ROP program staff – internal and external

· Ensure appropriate staffing levels at all times

· Schedule program staff with considerations for time off and training

· Update and revise employee job descriptions as required – drafts for approval to Director Program

· Ensure all supervisions and performance management of ROP staff remain up to date

· Facilitate staff meetings

· Ensure employees and youth receive recognition for excellence and achievements

· Responsible for direct implementation and adherence to CH philosophy and policy and procedures in particular staff and youth manuals and handbooks

· Provide input and assistance in Service Planning including the ongoing development/ evaluation of program and budget development

· Be present for house meetings and community dinners and other ROP activities to support staff and youth

· Manage Program budget and forecast expenditures monthly

· Oversee the collection and reporting of client statistical information – ensure data is accurate and complete – Submit monthly report to Director of Program

· Use data collection to identify trends, analyze issues and forecast program needs

· Attend intra-agency and program related meetings as required

· Work collaboratively and support department Managers and staff from Development and Communications, Finance, Payroll, Administration, Operations, Food services and Volunteer services

· Liaise as required with  appropriate department  manager’s concerning program (ROP) facilities maintenance, renovations, security procedures, stock inventory and equipment and requisition supplies

· Provide regular reports as required

· Operation, Administrative and process problem solving as required, administrative and process problem solving, consulting with others in management as required

ACTIVITY C:
Training & Development
(15%)
· Responsible for effective ROP staff orientation and training program

· Identify areas of training and development for program staff
· Provide or access training for team as well as for individual staff needs
· When possible/reasonable, share in house training opportunities with other CHV departments

· Participate in the planning of agency wide training – interdepartmental meetings

· Ensure accessibility to necessary information resources, training manuals, logs

· Ensure volunteers adequately oriented to the program and trained for their position

ACTIVITY D:
Case Coordination
(10%)
· Create an environment of support and development for program participants

· Ensure and support the transitioning of youth  into the residential program

· Support and maintain positive and effective working relationship with Case Management Services

· Periodic review of effectiveness of case management process and consult  regularly with Manager of Case Management
· Act as a resource to staff for difficult youth case situations

· Hear youth complaints as required or refer to Ombudsperson

· On call as scheduled

· Attend Youth Advisory Committee meetings periodically

· Work with managers and coordinators of other program departments to support the continuum of care for youth within CHV
ACTIVITY E:
Community Liaison Relations
(5%)
· Represent CHV in the community and attend various community meetings when requested

· Work on community projects (ensuring CHV Policy & Procedures are not compromised) 

· Meet with other service providers to update and promote the ROP program

· Invite and oversee outside service providers working with CH youth at CHV and liaise with respective agencies 

· Maintain a relationship with other related service providers and problem solve with community service providers as required

· Maintain CHV position in Continuum of Care in community

ACTIVITY F:
Other Related Duties as Assigned
(10%)


4. Education and Specific Training
A)
What should be the minimum schooling or formal training for a new person on the job?
· Undergraduate degree/masters in related social sciences
· preference for MSW/BSW
B)
Provincial or other vocational or professional certificate/degree:
· Mandatory
C)
What special skills or training are needed to perform the job or operate equipment?
· Exceptionally organized

· Very creative

· Computer literate – (Microsoft Word, Excel, Outlook and Client database ( i.e. ETO)

· Strong leadership abilities and management skills

· Goal oriented, able to plan and delegate 

· Ability to plan and implement change

· Understanding of adolescent development, residential living, growth toward independence

· Excellent interpersonal communication skills

· Understanding and commitment to youth participation and empowerment


5. Experience
A)
How much related past experience is required?
i. Experience working with youth in a support or change role
ii. Progressive management positions

iii. Minimum of 3 years related management experience preferably in a residential setting for hard to service youth population
B) How much concentrated, on-the-job learning time should be required for a new person with education to achieve competence on the job? 1 Year
6. Initiative (Independence of Action)

A) List 3 decisions you make or duties you perform without reference to superiors or subsequent checks.

1. Scheduling and staffing
2. Budget expenditures
3. Supervision and performance management
B) List 3 decisions on which you seek consultation with, or approval from a supervisor.

1. Policy changes

2. Irregular budget expenses

3. Decision corrective action re: suspension, dismissal of employees

C) What guidelines, procedures, manuals etc. are available to guide your decision-making and action?

· Departmental, Program and Human Resources policies and procedures
D) What financial responsibilities does your job involve?  E.g. budget of $50,000
· Approximate budget of $700, 000.00
7. Impact Errors
Describe 2 typical major errors that could reasonably be made in this role, even with due care.  Indicate the worst consequences for example; waste, delays, time lost, money lost, injury, damage, effect on people
1.
Staff liability regarding hiring and dismissal
2. Client liability – risk for self harm or harm to others


8. Working with Others (Excluding those supervised – See 9)

With whom are you required to work in doing your job?  Use Title.

a) Within Organization:

	Position Contacted
	How Often
	Purpose

	Dir, Program Services
	Bi-Monthly
	Give/receive info/direction

	Associate Dir, Program Services
	Daily
	Give/receive info/direction

	Program Managers
	Weekly
	Interact, Support

	Department Staff
	Daily/Weekly
	Supervision and feedback

	Youth
	Daily
	Support, receive info

	All other staff
	As Required
	Various


	
	
	

	
	
	

	
	
	

	
	
	


b) Outside Organization:

	Position Contacted
	How Often
	Purpose

	Vancouver Police Department
	As Required
	

	Various Service Providers
	Daily
	

	Ministry Government Offices
	As Required
	

	Educational Institutions
	As Required
	

	Client Relatives
	As Required
	

	Operational Liaisons
	As Required
	

	Training Facilities
	As Required
	




9. Supervision Exercised
Note and describe any supervisory duties which you exercise.

a) Assign and check work of others doing similar work to yours.  Who?  Staff, volunteers, practicum students, community service providers
b) Provide technical guidance to other staff.  Who?  CSS Staff, Residential Staff
c) Supervise a small group; assign the work to be done, the methods to be used, take responsibility for all the work of a group.  Complete project, deliver workshop, corporate projects
d) Direct the work, practices, and procedures of a major work unit.  Establish the unit’s priorities, control budgets and costs, work quality.  Rights of Passage Department


10. Employees Supervised
Indicate the total number of staff for whose work you are fully accountable:
Full-time Employees: 12
Part-time Employees: 0
Full-time Equivalent: 0

Relief Staff: 15

Volunteers and Practicum Students: as required


11. Physical and Visual Demands
Condition




Percentage of Time
Climbing, lifting, etc.



0
Heavy physical effort



1 - 20
Intense visual concentration
20 - 40


12. Working Conditions
a) Give examples of any unpleasant aspects, e.g. heat, cold, fumes, noise, outside work, infection, danger.

Mainly pleasant conditions: Yes – great colleagues and clients 
Minor disadvantages: Office space for meetings
Major unpleasant aspects: exposure to infectious diseases, risk of violence Potential for health risks (i.e. lice, influenza, etc), Potential for violence/assault
b) 
b)
What is your schedule workweek? 40 hours – this is a 24 hour 7 day a week, 365 day a year operation,  with staff teams working evening and weekend shifts. You will be expected to be available for supervision and support with all staff groups. Hours will be flexible to meet program demands and needs
What, if any, shift work do you have? Candidate will need to be flexible in their hours of work arrangement as the program needs are complex


Other unusual hours?  On call? Regular On-call shifts for all programs as required
c) Travel-out-of-town:
% time away? Once a year
Driving Vehicle:
% time? Minimal
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