MAUI FAMILY SUPPORT SERVICES, INC.

JOB DESCRIPTION

Program Supervisor
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Job Title:

Program Supervisor
Program/s:

Pōhai Kakoʻo ʻOhana 
Reports to:

Chief Executive Officer 
FLSA Status:

Exempt

Prepared by:

Chief Executive Officer
Prepared Date:

08.25.2023
Approved By:
_________________________________
   Date: ________________ 


Chief Executive Officer

Employee Signature:   _________________________________
   Date: ________________
Supervisor Signature:  _________________________________
   Date: ________________ 

Summary:

Under the general direction of the Chief Executive Officer, the Program Supervisor is responsible for the Maui Family Support Services, Inc. (MFSS) Pōhai Kakoʻo ʻOhana Program’s planning and development, program management, human resources management, financial management, oversight, and ongoing monitoring.  Pōhai Kakoʻo ʻOhana will implement Guiding Good Choices for parents with children 9-17 years old throughout Maui County.  
Essential Duties and Responsibilities:

A.  Program Development/Oversight

1. Program Implementation – Responsible for the overall direction, coordination, and evaluation of all assigned program services.  Conduct regular meetings for program planning, monitoring of outputs and outcomes, and personnel supervision.

2. Prepare various reports as required.  Monitor reports prepared by program staff and review contracts to ensure compliance and timely submission of funding reports.  
3. In conjunction with other Directors or Supervisors, ensure that community needs are met through targeted programs that address community needs and MFSS service goals.

4. Responsible for staff training and development to improve skills and ensure best practices.

5. Attend training as required by the program’s contract.  All completed training shall be documented in the Professional Development Plan.

6. As a mandated Reporter, report all concerns of suspected child abuse and neglect to the supervisor and Child Welfare Services-Intake Unit.

7. Provide Brief Intervention to all participants identifying as smokers to increase the health and wellness of participants and to support tobacco cessation.
8. Participate in community task forces, groups, or committees as needed and appropriate or directed.

9. Assist in preparing grants to include research, data, and program reports and attend related meetings, if needed.
10. Perform other related duties as assigned by the supervisor.

B.  Performance Quality Improvement (PQI)/Quality Assurance Plan 

1. Monitor assigned program contracts regularly, including goals and objectives, program development, and measurement of outputs and outcomes.

2. In conjunction with the Safety Committee, monitor Incident Reports and public, participant, and staff concerns and grievances.

3. Help to maintain a work environment that provides maximum safety and health and encourage employee safety awareness. 
4. Report unsafe conditions, injuries, illnesses, and incidents promptly and ensure that employees perform duties using safe work techniques and following Occupational Safety and Health Administrator (OSHA) safety and health rules, sanitation standards, and MFSS policies and procedures.

Employee Standards

Customary Compliance

1. Adhere to administrative and program rules, policies, procedures, and objectives.

2. Assist in the care and maintenance of program equipment and supplies.

3. Consistently report to work on time and is ready to work at the appointed start time.

4. Provide proper notification when late or absent.

5. Adhere to and abide by the agency’s Code of Ethics.

6. Report to work well-groomed and in compliance with the agency’s dress code.

Fiscal Responsibility

1. Adhere to productivity guidelines for the program and agency.

2. Manage equipment, materials, supplies, and time within budget.

3. Submit timesheets, disburse requests, and other fiscal forms accurately and timely.

Mission

1. Demonstrate the ability to interact positively and helpfully with participants, visitors, volunteers, the Board, community partners, and staff.

2. Respect the dignity of all by maintaining their privacy, ensuring confidentiality, and maintaining appropriate boundaries.

3. Exhibit a commitment to the organization’s mission.

4. Reflect a commitment to building a supportive work environment and maintain a positive attitude in the workplace and toward the job.

5. Project a good image in engaging with the public and is willing to make an extra effort to help build a quality and caring social services organization.

Effective Communication

1. Demonstrate effective communication skills by conveying necessary information accurately and concisely, respectfully, listening effectively, and asking pertinent questions.

2. Communicate effectively with all MFSS programs and staff, both orally and in writing; read and understand written material and write effectively to meet the job requirements.

Staff Relations

1. Establish and maintain cooperative relationships with participants, staff, and others using a humanistic attitude (anticipates needs, is respectful, caring, and courteous).
2. Teamwork: interact with fellow workers to promote a harmonious and cooperative working environment.  Volunteer and interact in a supportive, helpful manner.

Environmental Safety

1. Adhere to safety, health, and regulatory requirements as described in the administrative and program operations policies and procedures.

2. Report incidents and unsafe work conditions to the CEO or the Safety Coordinator.
Qualifications:

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  Other qualifications listed below are needed to fulfill essential job duties adequately.  Reasonable accommodations may be made to enable differently-abled individuals to perform  essential functions.

· Current and valid driver’s license.

· Current and clean driver’s abstract.

· Access to a vehicle for daily use, with current registration and automobile insurance.
· Current TB clearance.
· Current and clear background checks
· Able to relate with sensitivity and respect to a diverse group of people.

· Comfortable with statistical information.

· Proficient use of computer and software applications.

· Able to use all office equipment (copier, computers, phone, etc.)

· Must be responsible, flexible, organized, and able to prioritize different tasks and multi-task.
· Willingness to learn a new curriculum, specifically the Guiding Good Choices curriculum 
Education and/or Experience:

A. Bachelor’s degree and two years of work experience in social work, clinical psychology, nursing, or counseling.  (The CEO may grant exemption based on the individual’s qualifications and work experiences.)
B. Certified Prevention Specialist (CPS), preferred, or willingness to obtain CPS if not certified.
C. A solid understanding of and experience in managing staff, motivating staff, and supporting staff in stressful work environments.

D. Administrative experience, including experience in quality assurance/improvement and program development.

E. Knowledge of child development and parent-child attachment.

F. Experience with family services that embrace the concept of family-centered and strength-based service provision.

G. Knowledge of maternal-infant health and dynamics of child abuse and neglect.

H. Experience in providing services to culturally diverse communities/families.

I. Experience in group facilitation with a strong background in intervention services to families, children, teens, and young adults.  
Language Skills:  

Can effectively present and respond to questions from participants, the general public, and staff members.

Reasoning Ability:

Has the ability to solve practical problems and deal with various concrete variables in situations where only limited standardization exists.  Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

Physical Demands:

The physical demands described here represent those that an employee must meet to perform the essential functions of this job successfully.  Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.

While performing the duties of this job, the employee is regularly required to sit, talk, and listen.  Mostly sedentary work with occasional reaching, stooping, bending, kneeling, and crouching.  The employee should have the manual dexterity to file, type, and accomplish general office tasks specific to the job duties of this position.  The employee may occasionally lift and move up to 15 pounds.  Specific vision abilities required by this job include close vision and the ability to adjust focus.

Work Environment:

The work environment characteristics described here represent those an employee encounters while performing this job’s essential functions. Little exposure to temperature, noise, or environmental extremes. Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.
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