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      Employee Work Profile
	PART I – Position Identification Information

	1. Employee Name: 

	2. Position Number: #

	3. Agency Name & Code; Division/Department:

DBHDS – 720 - DDS
	4. Location Code & Work Location Code:

Central Office, 760

	5. Occupational Family & Career Group:

Administrative Services / Program Administration
	6. Role Title & Code:

Program Administration Specialist II / 19212

	7. Work Title:

Community Resource Consultant 
	8. Pay Band:

5

	9. SOC Title & Code

Community and Social Service Specialist
	10. EEO Code

B

	11.  Level Indicator:

       FORMCHECKBOX 
 Employee    
Supervisor    Manager
	12. Number of Employees Directly Supervised:

None

	13. Supervisor’s Position Number:


	14. Supervisor’s Role Title & Code:

Program Administration Manager III

	15. FLSA Status:

      Non-Exempt Exempt    
	16. Date:  




	PART II – Work Description & Performance Plan

	17. Organizational Objective:

To join in partnership with all stakeholders toward the development of communities that support and affirm all persons with developmental disabilities and their families as participating and contributing members.

DBHDS Central Office values integrity, relationships, stewardship, balance and vision in its employees. “We support a life of possibilities for all Virginians.”  
DBHDS Central Office values integrity, relationships, stewardship, balance and vision in its employees. “We support the people who support the people”.  


	18. Purpose of Position:

To serve as subject matter experts regarding the provision of home and community-based services by developing and delivering technical programmatic assistance, mentoring, coaching, and organizational development support to DD Medicaid Waiver providers and potential providers and  stakeholders regarding DD Community Medicaid services statewide.  To build DD system capacity at the individual, provider, and system levels. Participate in the on-going development of the three waivers in response to changes over time.
Key Settlement Agreement Metrics:

-
86% of all statewide non-emergency referrals, as such referrals are defined in the DBHDS RST Protocol, meet the timeliness requirements of the DBHDS RST Protocol 

-      86% of all statewide situations meeting criteria for referral to the RSTs with respect to home and community-based residential services are referred to the RSTs by the case manager as required by the DBHDS RST Protocol 

-      86% of all statewide situations meeting criteria for referral to the RSTs with respect to home and community-based residential services are referred to the RSTs by the case manager as required by the DBHDS RST Protocol 

-      86% of people with a DD waiver, who are identified through indicator #13 of III.D.6, desiring a more integrated residential service
option (defined as independent living supports, in-home support services, supported living, and sponsored residential) have access to an option that meets their preferences within nine months
-
86% of provider agency staff meeting provider orientation training requirements
-      86% of provider agency direct support professionals (DSPs) meeting competency training requirements
-
DBHDS will hold CSBs accountable for submitting 86% of their non-emergency referrals timely in accordance with the DBHDS RST Protocol; DBHDS will require CSBs to submit corrective action plans through the Performance Contract when there is a failure to meet the 86% criteria for 2 consecutive quarters for submitting referrals or timeliness of referrals; Failure of a CSB to improve and meet the 86% criteria over a 12 month period following a corrective action plan will lead to technical assistance, remediation, and/or sanctions under the Performance Contract

-
86% of the case management records reviewed across the state will be in compliance with a minimum of 9 of the elements assessed in the review. Any individual CSB that has 2 or more records that do not meet 86% compliance with Case Management Quality Review for two consecutive quarters will receive additional technical assistance provided by DBHDS



	HIPAA Access:    FORMCHECKBOX 
 Level One    FORMCHECKBOX 
 Level Two    FORMCHECKBOX 
 Level Three    FORMCHECKBOX 
 Level Four  Define: 

	19. KSA’s and/or Competencies required to successfully perform the work (attach Competency Model, if applicable):

Graduation with a bachelor’s degree from an accredited college or university with major coursework in social or behavioral sciences, education, or related field required. Master’s degree preferred.  Educational knowledge and skills in human services area. Understanding of best practices in developmental disabilities, to include intellectual disabilities, necessary. Professional experience and comprehensive knowledge of the delivery of human service programs preferred.


	20. Education, Experience, Licensure, Certification required for entry into position:

Graduation with a bachelor’s degree from an accredited college or university with major coursework in social or behavioral sciences, education, or related field required. Master’s degree preferred. Educational knowledge and skills in human services program administration/development. Understanding of best practices in community developmental disabilities, to include intellectual disabilities, services.  Professional experience in the delivery of human service programs that include program development, evaluation, policy/regulation development and analysis, and coordination of resources across organizational boundaries. 



	% Time
	21. Core Responsibilities
	22. Measures for Core Responsibilities

	%
	A.  Performance Management (for employees who supervise others)
	-  Clarify assignments with Director

-  Coordinate team activities to achieve established measures within defined target dates

-  Provide team leadership in the assigned area and guidance with assigned tasks

-  Establish positive working relationships with team members and other stakeholders

-  Monitor team performance and report on measures and metrics
-  Listen to team members’ feedback and resolve any issues or  

   conflicts
· Participate in team lead meetings with the Director to establish and refine work plans

	%
	B. Engage in activities that support individual capacity-building so that people with developmental disabilities live personally meaningful lives in their community of choice. 

Long-term outcomes: 

-
Informed choice is common practice in Virginia’s DD services system of supports and the Commonwealth has a method to use related data in understanding service needs across all regions.  

-
Virginia’s providers operate settings that meet federal, state, and the individual’s standards for inclusion. 

-
People receive timely support to prevent, delay, and reduce the duration and severity of crisis events.

	-  Maintain a regionally-based RST referral process and protocol that supports informed choice
- Conduct an annual survey of RST members to collect feedback for process improvements

- Review and update RST documents on at least an annual basis and communicate changes to the field

-  Develop the RST referral process, tracking, and data collection and reporting in the Waiver Management System (WaMS)
-  Maintain regional access to technical assistance to find innovative solutions to developing needed services.

-  Maintain regional access to technical assistance and training that assists with understanding RST requirements.
-  Provide remediation to providers who are identified as being out of compliance with HCBS settings and DD Waiver regulations 

-  Assist with efforts to review settings under the heightened scrutiny requirements of the HCBS settings regulations
-  Employ a variety of technical assistance methods (in-person, webinar, and phone conferences), information, and resources to stakeholders on the HCBS settings requirements
-  Participate in discharge planning meetings at state-operated facilities to offer technical assistance regarding community options
-  Respond to constituent concerns as they arise to provide information to individuals, families, providers, CSBs, and other professionals as needed
-
Assist in the development of messages for a statewide listserv to provide updates relevant to assigned responsibilities
- Receive generally positive evaluations of technical assistance and coaching sessions and uses results for improving materials and ongoing activities
- Provide written/electronic summaries of work completed including: RST Meeting Notes and Forms, technical assistance evaluations, technical assistance attendance Logs, CRC Activity Reports, RST Data Workbook and Reports, RST Compliance Letters, Annual RST Member Survey


	%
	C. Engage in Provider capacity-building activities so that providers of developmental disability waiver services have access to information and technical assistance that supports best practices.

Long-term outcome: 
Providers of DD waiver services in Virginia provide high quality, integrated services, have skills and abilities around business acumen, and are successful in meeting requirements established under state and federal rules.

	- Provide training and guidance on person-centered practices, individual support planning, and Charting the Lifecourse to DD providers

-  Provide technical assistance and guidance on business acumen skills and concepts to DD providers

-  Maintain current information and guidance in a prospective provider packet; updates as needed; responds to interested parties and requests for information about becoming a DD Waiver provider
- Hold Regional Provider Roundtables to share updates related to the provision of DD services in Virginia

- Develop and maintain online DD Waiver Orientation manual, test, training slides, and guidance for Direct Support Professionals and their supervisors
- Develop and maintain an online training for DSP supervisors that includes information on supervisory skills, responsibilities and testing
- Develop and maintain online provider database of results to include provider location and as applicable, expertise.

-  Develop and maintain a provider designation and verification process 
-  Develop, maintain, and revise a Jumpstart funding program to incentivize provider expansion
-  Develop, maintain, and revise a DSP and DSP supervisor observable competency-based process for DBHDS-licensed providers
-  Develop and maintain a Provider Data Summary webinar and report on a semi-annual basis
-  Incorporate data around service gaps derived from the RST process into semi-annual reporting
-  Host a biennial Provider Innovation Collaborative for at least 300 attendees
-  Develop and make available an independent housing toolkit for providers in collaboration with DBHDS Service Authorization, Housing, Employment, Licensing, and other offices as needed
-  Hold focus groups with providers interested in integrated, employment, day, and residential options to provide information, resolve barriers, and increase interest
-  Provide technical assistance to develop providers of the most integrated services
-  Assist providers through a transition planning process when services are no longer viable with identified organizations
- Respond to provider concerns as they arise to provide information to individuals, families, providers, CSBs, and other professionals as needed
- Assist in the development of messages for a statewide listserv to provide updates relevant to assigned responsibilities
- Receive generally positive evaluations of technical assistance and coaching sessions and uses results for improving materials and ongoing activities
- Provide written/electronic summaries of work completed including: Training Evaluations, Training Attendance Logs, Activity Reports, Provider Roundtable Notes, Jump-Start Approval Summary, Provider Designation Summary, Provider Data Summary

	%
	D. Engage in system capacity-building activities so that DBHDS provides resources for supports coordinators and providers that are based on promising and best practices in supporting people with developmental disabilities in Virginia. 

Long-term outcome: 

Virginia’s DD system of services and supports is founded on practices that provide people with developmental disabilities and their families’ access to person-centered support across the lifespan.

	- Assist the DBHDS Case Management Steering Committee in reviewing data derived from a Support Coordination Quality Review (SQRT) process
- Assist the DBHDS Case Management Steering Committee by providing case management CSB technical assistance where concerns are identified
-  Assist the DBHDS Case Management Steering Committee with establishing and tracking two indicators in each of the areas of health and safety and community integration and based on review of the data submitted from case management monitoring processes
- Participate in the development of a corrective action plan process to ensure informed choice is implemented by Virginia’s support coordinators
- Hold quarterly meetings with DMAS Quality Management Review staff to discuss issues to determine guidance needed for providers and SCs
- Hold quarterly meetings with regional DBHDS representatives to identify, address, and report trends and issues
- Participate on Regional Quality Councils (RQCs) to assist with reviewing data and making recommendations that improve the quality of services
- Provide representation on the DBHDS Quality Review Team as scheduled
- Develop and publish and online ISP meeting guide for individuals and families
- Maintain the DD Support Coordination manual online by receiving user feedback and updating content at least semi-annually
- Develop and maintain a comprehensive set of DD waiver service-specific training modules, which are hosted online for provider use
- Respond to system-related concerns as they arise to provide information to individuals, families, providers, CSBs, and other professionals as needed
- Participate in the Charting the Lifecourse initiative by attending technical assistance calls and meetings as needed
- Incorporate Charting the Lifecourse principles and tools into guidance and training materials for internal and external stakeholders
- Maintain a Provider Readiness Education Program (PREP) with sessions occurring on a semi-annual schedule
- Maintain Support Coordination resources that prepares Support Coordinators for their role as a SC in Virginia’s system of DD supports and services
-  As requested, reviews a sample of WaMS ISPs to track and trend areas for improvement and to assist with targeting training and technical assistance needs
- Assist in development of messages for a statewide listserv to provide updates relevant to assigned responsibilities.

- Receive generally positive evaluations of technical assistance and coaching sessions and uses results for improving materials and ongoing activities
- Provide written/electronic summaries of work completed including: Activity Reports, Training Evaluations, Training Attendance Logs, Provider  Roundtable/SC Agendas (SC notes), CSB Corrective Action Plans, QMR Meeting Notes, Regional DBHDS Team notes, DMAS QMR Exit Interviews

	%
	E. Partner with stakeholders to develop, implement, and support effective supported decision making agreements and related processes.  
	· Works in concert with stakeholders to identify best practices in supported decision making implementation and to develop guidance for statewide use
· Works with all stakeholders to design appropriate tools, materials and training related to supported decision-making

· Assesses the needs of individual and families related to supported decisions making for reporting and policy development purposes.

· Conducts quarterly and annual quality review of services and ensures implementation is meeting expectations
· Develops with the stakeholder group plans for improvement and ensure they are implemented

· Stays abreast of current trends and activities associated with best practices for supported decision making tools and materials 

· Gather and review information on the needs of the community for reporting, policy and program development purposes
· Facilitates provider and program development in collaboration with community resource consultants and other team members
· Work collaboratively with all department staff to ensure a coordinated system of care for individuals
· Participates in stakeholder meetings to share and gather information for the enhancement of the program
· Acts as the point of contact for community stakeholders regarding individuals/families seeking information related to supported decision-making.

· Establish critical relationships with DMAS, DOE, DARS, and other state agencies to shape the scope and design of supported decision making across the lifespan
· Attends public meetings and report on statewide supported decision making development consistent with DBHDS vision/philosophy regarding these services
· Attends other meetings as requested on behalf of Division of Developmental Services to provide reports as appropriate on the area of expertise consistent with DBHDS vision/philosophy regarding these services  

· Communicates back to Division of Developmental Services information gathered from stakeholders to ensure that all information flowing to and from DBHDS in consistent with the agency’s vision and philosophy
· Acts as a consult for individuals, families, or providers when assistance is needed related to supported decision making process, tools, implementation or policy
· Works with ad hoc committees with sister agencies supporting children and adults
· Executes ongoing training and information dissemination related to supported decision making  to increase utilization and enhance the quality of a person’s life related to self-advocacy
· Provides feedback to CSBs regarding SDM utilization and disseminates best practice information to all stakeholders regarding SDM
· Works with providers, DBHDS, CSB, and other stakeholders to enhance community knowledge and access to SDM across the lifespan

· Maintains database(s) which tracks growth in utilization of SDM across the Commonwealth as well as anecdotal information regarding successes and challenges to inform future improvements
· Participates in regional stakeholder meetings and regional CSB meetings to understand service delivery needs around SDM
· Attend meetings regularly and contribute to the discussions relative to area of expertise
· Willing and able to take responsibility for special assignments as needed by the Division of Developmental Disabilities as needed


	% Time
	23. Special Assignments
	24. Measures for Special Assignments

	%
	G.  May be required to perform other duties as assigned. May be required to assist the agency or state government generally in the event of an emergency declaration by the Governor.
	-  Clarify assignments with supervisor

-  Represent the prevailing view of DBHDS in assigned area

-  Report back to supervisor on developments of assigned area
-  Serve as back-up to supervisor or other DBHDS staff at state meetings
-  Review documents and provide feedback as requested.

-  Participation / leadership capacity on committees and teams related to the DOJ Settlement Agreement
-  Assist with the Provider Innovation Collaborative

-  Will abide by all legal and regulatory standards promulgated by state, federal  and professional regulatory organizations and will engage in conduct that is professional and ethical at all times, to the best of my knowledge and understanding
-  Consistent adherence to state and federal regulations covering the administration and execution of services provided
-  Ensure that knowledge of regulatory requirements associated with CMS, DMAS and other applicable regulatory entities is current and appropriately applied 
-  Represent DDS at workshops and other events; makes presentations, facilitates sessions as requested and provides information on special areas and when additional clarification is needed
-  Consult with DBHDS Offices of Licensing, Human Rights, Community Supports Services, Integrated Health, Service Authorization, DMAS Policy, Quality Management, EPSDT and other resources as needed
-  Make referrals to OL, QMR and others as appropriate and work collaboratively on complex situations
-  Participate on short-term, problem-solving workgroups  when needed; assist outside of assigned area at Director’s request


	(Optional) Facility/Unit Objectives (Optional)
	(Optional)         Measures         (Optional)

	I.
	

	J.
	

	K.
	

	L.
	

	25.  Physical/Cognitive Requirements

	Indicate by each element an E = Essential, M = marginal, or N/A

	Physical Demands and Activities:
	
	

	
	Light lifting
	<20 lbs.
	
	Standing
	
	
	Bending
	
	
	Walking
	

	
	Moderate lifting 
	20-50 lbs.
	
	Sitting
	
	
	Reaching
	
	
	Climbing
	

	
	Heavy lifting 
	>50 lbs.
	
	Repetitive motion
	
	
	
	

	
	Pushing/pulling
	
	
	Other
	

	
	
	
	
	
	
	
	
	
	
	
	

	Emotional Demands:
	
	Mental/Sensory Demands:

	
	Fast pace
	
	Avg. pace
	
	Hearing
	
	
	Memory
	
	
	Analyzing
	

	
	Multiple priorities
	
	Reading
	
	
	Reasoning
	
	
	
	

	
	Intense customer interaction
	
	Written communication
	
	Oral communication
	

	
	Multiple stimuli
	
	Other
	

	
	Frequent change
	
	
	

	
	Few stimuli or routine
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


ADDENDUM – ORGANIZATIONAL CHART

This page is printed separate from the remainder of the Work Description/Performance Plan because it contains confidential employee information.

	(Optional) Annual Requirements: (Optional)

	Activity (Enter your requirements, below)
	Current?  If so, date completed?

	Valid licensure/certification/registration……………………….
	 FORMCHECKBOX 
Yes  __________Date       FORMCHECKBOX 
No      FORMCHECKBOX 
N/A

	Required safety training.………………………………………..
	 FORMCHECKBOX 
Yes  __________Date       FORMCHECKBOX 
No      FORMCHECKBOX 
N/A

	Employee Health update………………………………………..
	 FORMCHECKBOX 
Yes  __________Date       FORMCHECKBOX 
No      FORMCHECKBOX 
N/A

	Other: ____________________________……………………
	 FORMCHECKBOX 
Yes  __________Date       FORMCHECKBOX 
No      FORMCHECKBOX 
N/A

	
	


	26.  Employee Development Plan

	Personal Learning Goals



	Learning Steps/Resource Needs




	27.  Confidentiality Statement

	I acknowledge and understand that I may have access to confidential information, including Protected Health Information (PHI), regarding employees, clients/patients, or the public.  In addition, I acknowledge and understand that I may have access to proprietary or other confidential information or business information belonging to the facility and/or the Department of Behavioral Health and Developmental Services (DBHDS).  Therefore, except as required or permitted by law, I agree that I will not:

· Access or attempt to access data that is unrelated to my job duties at facility and/or DBHDS;

· Access or attempt to access Protected Health Information (PHI) beyond my stated authorized HIPAA access level;

· Disclose to any other person, or allow any other person access to, any information related to facility and/or DBHDS that is proprietary or confidential and/or pertains to employees, students, clients/patients, or the public.  Disclosure of information includes, but is not limited to, verbal discussions, FAX transmissions, electronic mail messages, voice mail communication, written documentation, “loaning” computer access codes, and/or another transmission or sharing of data;

· Disclose Protected Health Information (PHI) for use in violation of HIPAA regulations.

I understand that facility, DBHDS and its employees, clients/patients, or others may suffer irreparable harm by disclosure of proprietary or confidential information and that facility and/or DBHDS may seek legal remedies available to it should such disclosure occur.  Further, I understand that violations of this agreement may result in disciplinary action, up to and including, termination of my employment.

______________________________________________
______________

Employee Signature





Date

	Part IV - Review of Work Description/Performance Plan

	28. Supervisor’s Comments:



	
	
	
	

	Supervisor’s Signature
	Print Name
	Employee ID#
	Date

	29. Reviewer’s Comments:



	
	
	
	

	Reviewer’s Signature
	Print Name
	Employee ID#
	Date

	30. Employee’s Comments:



	
	
	
	

	Employee’s Signature
	Print Name
	Employee ID#
	Date

	My signature acknowledges I have reviewed and discussed with my supervisor the factors upon which my performance will be evaluated and my developmental plan.  I understand I will be given an opportunity to share information with my supervisor about my work performance prior to his or her completion of performance evaluation Sections VI through VIII.
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