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Regional Manager, Adult Day Programs


POSITION SUMMARY:  The Regional Supervisor of Adult Day Programs is responsible for the functioning of all of North Eastman Health Association’s Adult Day Programs while demonstrating leadership in the commitment to service excellence, continuous quality improvement and to the Mission, Values and Management Philosophy of North Eastman Health Association Inc. The Regional Supervisor of Adult Day Programs has primary responsibilities related to human resource management, fiscal management, policy development, quality program planning, program meal provision and program equipment/supplies/environment management, committee participation and communication.

Reports To:

Manager, Seniors Support Services
Union:


Non Union
Classification:


Supervisory:


The following classifications report to the incumbent:

· Adult Day Program Workers

· Adult Day Program Coordinators.
· Adult Day Program Cook & Volunteer Cook Coordinator
Location: 


TBA
QUALIFICATIONS:

Education and Experience 

· Completion of a recognized Activities / Recreation program required.
· Minimum of 3 years current applicable recreation / adult day program experience.
· Recognized Safe Food handling certificate required.
· Additional education and experience in leadership and management an asset.
· Courses related to Gerontology would be an asset.
Knowledge, Skills and Abilities

· Ability to communicate effectively both verbally and in writing with professional and non-professional staff, clients and their families.
· Excellent organizational and interpersonal skills.
· Committed to continuing professional development.
· Computer experience and familiarity with Microsoft applications.
· Valid driver’s license and vehicle required.
POSITION DUTIES AND RESPONSIBILITIES:

· Supervise/ manage Adult Day Programs within the region.
· Participates in the preparation of and monitors program budgets; monitors and approves program expenditures.
· Compiles and submits program statistics to Manitoba Health.
· Provides consultation on all on all program operations such as organizing, staffing, leadership training and program evaluation.
· Reports to the Manager of Senior Support Services on all aspects of programming concerns, trends, and makes recommendation on continued funding for all adult day programs.
· Maintains accurate records and statistics and reports same while adhering to submission deadlines.
· Other related duties as assigned.
Assessment:

· Assesses for safe environment for clients to minimize risks to clients and staff.

· Assesses safe food handling practices to ensure all safety requirements are met, and makes recommendations for change.

Planning:

· Establishes Regional Adult Day Program goals and sets priorities.

· Demonstrates a team approach in planning, developing, implementing and evaluating nutritional, social and recreational programs.

· Identifies ongoing staff education needs.

· Plans and ensures programs adhere to regional policies/guidelines and Workplace Safety and Health requirements.

· Promotes Quality Improvement and Risk Management goals and initiatives with the program team.

Implementing:

· Is a role model in provision of quality programs by reinforcing philosophy, mission, values, roles, objectives, policies and procedures to staff and clients.

· Conducts Staff performance appraisals.

· Identifies staff performance issues and consults with the Manager of Senior Support Services to develop strategies for resolution.

· Provides leadership related to issues, trends and programming.

· Ensures that staff / volunteers are knowledgeable regarding proper use, storage and handling of equipment and hazardous materials and remain current with regard to standard requirements.

Evaluation:

· Evaluates monthly statistics.

· Evaluates the changing needs in human resources and makes recommendations to the Manager of Senior Support Services.

Professional:

· Maintains confidentiality of all data and information related to clients, caregivers, staff and facility.

· Demonstrates leadership and promotes team function in a professional manner, always encouraging client autonomy to preserve dignity and self esteem and promote quality of life.

· Serves as a resource to staff and other health care professionals.

· Collaborates with staff to identify, plan and facilitate implementation and evaluate orientation and employee development programs.

· Maintains knowledge of new developments in program areas, accessing training opportunities both within the organization and beyond.

· Participates in committee and project work.

· Establishes and maintains effective working relationships.

· Communicates with outside agencies to ensure continuity of services.

Workplace Safety & Health:
· Provides a safe environment by ensuring the adherence to Workplace Safety and Health Regulations and Policies and Infection Control Guidelines.  Obeys all safety and health rules and conditions, incidents, near misses, injuries or illnesses immediately.

· Demonstrates a working knowledge of Workplace Hazardous Materials Information Systems (WHMIS) and adheres to procedures for handling and storing controlled substances as described in the Material Safety Data Sheets (MSDS).  Uses personal protective equipment as required.

· Demonstrates understanding of role and responsibilities in fire prevention and disaster preparedness and participates in safety and health training programs including the health facility’s’ Fire, Disaster and Evacuation Plan.
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