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St. Louis Office for
Developmental Disability Resources
2121 Hampton Avenue
St. Louis, MO 63139

	
Phone: (314) 421-0090
TTY: (314) 421-0210
Fax: (314) 421-2525
Email: stldd@stldd.org



JOB DESCRIPTION

	Job Title
	Director of Service Coordination

	Agency Department
	Department Director (TCM)

	FLSA Classification
	Exempt

	Salaried/ Hourly
	Salaried

	Controls over the position
	The Director of Service Coordination reports to the Executive Director

	Essential Designation:
	Essential

	General Purpose:
	Coordinate, administer and oversee the operations of the case management program.  Ensure through leadership, that the values and vision of the DD Resources case management program promote and support quality comprehensive community services for persons with developmental disabilities and their families. 

	Date Prepared/ Modified
	 March 2021



I. ESSENTIAL DUTIES (TCM):
1. [bookmark: OLE_LINK1]Coordinate, administer and oversee the operations of the Targeted Case Management Program.
2. Establish and maintain effective working relationships with other leaders in case management, other professional staff, and community agencies including DMH-DD (SLRO), DSS-FSD, DHSS, etc. Includes attendance at DMH meetings, as needed.
3. Attend and facilitate monthly team meetings.
4. Assist in the development of and adherence to Targeted Case Management policies and procedures
5. Serve as subject matter expert on TCM case management in St. Louis City and remain abreast of innovations in the management, coordination and development of community-based support services and case management.
6. Develop and maintain an outcome measurements system to track demographics and to measure effectiveness, efficiency, access and consumer satisfaction of service delivery system to be submitted to SLRO and the DD Resources Board of Directors as requested.
7. Develop an annual budget in collaboration with the Controller that includes revenues and expenses.  Oversee the implementation of the approved case management budget including review and analysis. 
8. Lead, coach, develop, and retain all staff under their leadership; establish responsibility and authority limits for reporting staff members; evaluate performance of reporting staff members; play an active role in hiring all staff under their supervision and within their department. 
9. Attend Medicaid Waiver trainings in addition to other relevant trainings.
10. Coordinate special projects.
11. Remain flexible and comply with revisions and/or changes after mutual consultation with the Executive Director. 
12. [bookmark: _Hlk66779843]Serve as Utilization Review Chairperson and review and approve all Utilization Review packets.
13. Coordinate and ensure completion of all consumer transfers. 
14. Review quality data regularly and provide information regarding trends as well as recommendations. 
15. Engage the case management team and ensure that morale is high and that strong, positive relationships are developed within and with other departments and stakeholders.

BOARD ACTIONS
1. Attend Board Meetings as scheduled and provide updates including strategic plan and survey actions.
2. Keep record of monthly activities to be shared with the Executive Director and the Board of Directors, including strategic plan and survey actions.
3. Oversee all aspects of annual surveys related to TCM including data analysis and reporting. 
4. Provide assistance with the Strategic Plan as needed and/or requested. 

AGENCY QUALITY ENHANCEMENT DUTIES
1. Provides leadership, guidance, and innovation to ensure quality, integrity and continuous improvement of the targeted case management program.
2. In partnership with the Quality Assurance Specialist, ensure continued CARF accreditation by way of reviewing the accrediting body’s requirements and supplying annual conformance to quality reports regularly/ annually.
3. Primarily responsible for the obtainment of updated CARF Standards annually.
4. Assists with the survey application during accreditation renewal process.
5. Ensures CARF compliance by reviewing accrediting entity’s standards and current agency policies and procedures in preparation for survey, partnering with other departments, as needed.

PERSONNEL
Responsible for the supervision of the following positions:  TCM Supervisors, Service Advocate Mentors, Quality Assurance Specialist and Administrative Generalist.

Partners with the Human Resources Manager and/ or Executive Director on internal and external recruiting efforts, as needed or requested.


II. SECONDARY DUTIES:
1. Give community presentations about Targeted Case Management and/or the St. Louis Office for DD Resources as needed.
2. Serve as back-up to TCM Supervisors and Quality Assurance Specialist.
3. Maintain agency HIPAA standards, both internally and externally.
4. Attend and participate in agency- related meetings as required.
5. Other duties as assigned.

III. SKILL & ABILITIES REQUIRED:
Ability to communicate with DD Resources staff, DMH staff, public officials, consumers, parents, and agency personnel is required.  In addition, an ability to work cooperatively and effectively with the above named individuals and consumers is required.  

This position also requires an ability to maintain documentation and reports in compliance with Medicaid standards.  Knowledge of federal, state, and St. Louis city service delivery systems is essential to this position.   

	This position also requires travel to meetings, schools, agencies, etc.  Must have car and/or ability to travel   independently (proof of insurance required). Travel into the community is vital to this function of the position.

This position also requires the following skills and abilities:
			
		Skills (learned behaviors)
· Advanced English-language proficiency required to interact with established service recipients
· Advanced/expert leadership skills required
· Advanced/expert critical thinking, decision making and problem-solving skills.
· Advanced/expert communication skills, both orally and written.
· Advanced/expert negotiating skills
· Advanced/expert conflict resolution skills
· Advanced/expert computer literacy skills 
		Ability (natural or inbuilt)
· Ability to effectively influence, lead, and delegate 
· Ability to initiate/manage cross-functional teams and multi-disciplinary projects
· Ability to effectively plan and organize 
· Ability to achieve the target within given time; result-oriented
· Ability to adapt under pressure and maintain efficiency, including meeting deadlines
· Ability to work independently and must be able to work and/or communicate with all levels of individuals
· Ability to use computers and related technology efficiently 


IV. EDUCATION & EXPERIENCE REQUIREMENTS:

Bachelor’s Degree in Human Services, Master’s preferred, plus 7 years of Human Services experience including a minimum of 2 years of supervisory/management experience.

Extensive experience with basic computer functions and programming (i.e., Microsoft 365 applications) required.

V. COMPUTER EQUIPMENT & SOFTWARE REQUIREMENTS:

-TCM Case noting & Billing Software/ Program		-Business Office Software ( Microsoft Word, Excel, Outlook)
-DMH database and software/program
	
VI. WORKING CONDITIONS/ ENVIRONMENT REQUIREMENTS :

A) Environmental (tools, machinery, exposure to chemicals, noise levels, etc.)
Agency provided computer/ laptop, hard drives, copy/ print/fax machine . Local travel involved.  Must physically work in the office on a regular basis for in-person interaction with stakeholders, clients, and co-workers unless otherwise authorized by the employee’s supervisor.

B) Physical (heavy lifting, standing or sitting for extended periods; manual dexterity, walking, pulling, etc)

Physical requirements of extended periods of sitting, some bending and standing, this position would encounter frequent use of steps and other obstacles to accessibility. 

	Weight Category: Light to Medium

	Lift Up to 10 lbs. to 25 lbs. frequently
Lift Up to 20 lbs. to 50 lbs. occasionally and/or 
Frequent walk/stand & Constant push/ pull



Disclaimer
The above statements are intended to describe the general nature and level of work performed by employees assigned to this position. It is not designed to contain or be interpreted as a comprehensive list of all duties, responsibilities, and qualifications. DD Resources reserves the right to amend and change responsibilities to meet business and organizational needs as necessary.

Equal Opportunity Employment– The hiring, assignment and promotion of Employees shall be based on qualifications and abilities, without regard to 
race, color, religion, sex (including pregnancy, gender identity, and sexual orientation), national origin, age (40 or older), disability, military/veterans status or genetic
information or any other characteristic protected by applicable federal, state or local laws
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