Mid-Iowa Community Action, Inc.

1001 S. 18th Ave.

Marshalltown, IA  50158
POSITION DESCRIPTION:
REVISED:
Family Development Specialist 
October 2011
FLSA STATUS: Non-exempt  
MICA SALARY BAND:  4B  
RELATIONSHIPS:

Team Led By:
County Director

Team Leads:
None
POSITION SUMMARY:
This is a full time position for the period of the grant, which is October 1, 2011 through September 30, 2014.  Works with families in a strength based approach to identify challenges to well-being, establish goals and develop written plans. Facilitates use of resources and serves as a source of support. Recruits families for MICA programs. Maintains program compliance and accurate records. Collaborates with other agencies. This position may perform regular duties at alternatives sites with permission of the Program Director.  
POSITION REQUIREMENTS:

Knowledge, Skills and Personal Characteristics:

· Highly committed to the agency and its goals
· Committed to the concept of helping children and families develop and thrive
· Ability to work a flexible schedule including evenings and long days
· Ability to recruit effectively to maintain full caseload
· Ability to work in high stress situations
· Ability to work in a variety of environments 

· Ability to work independently  

· Ability to work effectively in a team and contribute to positive team relations

· Must possess a high level of confidentiality and ethical conduct
· Ability to quickly develop positive relationships with families
· Have basic knowledge of and ability to work with issues such as substance abuse/addiction, domestic abuse, child custody, child abuse, mental health, and environmental issues
· Excellent listening skills
· Proficiency reading, writing and speaking the English language
· Knowledge of community resources
· Non-judgmental and ability to maintain objectivity
· Intermediate computer skills
· Must obtain and maintain current First Aid Card and CPR Certification, Mandatory Child Abuse Reporter training, Universal Precautions training
· Specialist working in the FaDSS program must complete Family Development Certification Training within the first year of employment.  Specialists working in all other programs must complete Family Development Certification within the first two years of employment  
Duties: 
Program Compliance 

· Maintains full caseload

· Monitors health compliance, assist with chronic needs

· Facilitates family access to mental health services as needed

· Maintains documentation of all compliance areas

· Maintains ongoing communication with program staff

· Generates monthly reports 

· Attends all in-services and trainings as required

 Planning and Goal Setting With Families:

· Establishes trusting relationships with families.

· Conducts ongoing one-on-one home visits with program families 

· Utilizes problem solving skills in all situations including crisis situations

· Identifies a range of options and alternatives.

· Uses agency planning and assessment tools.

· Maintains documentation

· Assists in identifying realistic goals with families.

· Assists in identifying the changes that goals will bring for families.

· Assists in identifying action steps and strategies needed to achieve goals.

· Helps identify families’ strengths and needs.

Providing Support To Families:

· Maintains program contact required with all families.

· Provides support to families in all component areas

· Maintains appropriate boundaries with families.

· Assists families in monitoring progress towards goals.

· Assists in adjusting and modifying plans as needed.

· Maintains documentation of support contacts and progress on all families.

· Assists in development of peer support groups and activities as required

· Models awareness and behavior needed for growth and development

· Celebrates success with families

· Plans and conducts parent committee/family activities with other county staff

Recruiting

· Recruits independently

· Market programs effectively

· Develops/maintains waiting lists 

Resource Utilization:

· Establishes positive partnerships with area resource providers

· Understands basic eligibility requirements and screening procedures of community   

· resources

· Systematically refers families to resources 

· Maintains documentation of all referral and resource utilization

· Identifies barriers to resource utilization and strategies to overcome them

Community Development

· Collaborates with other agencies

· Serves on community boards and committees as appropriate

· Advocates MICA’s mission and goals to other agencies

Team Membership:

· Facilitate office coverage as required including: answering phones, delivering emergency services, operating food pantry, providing information on all MICA programs

· Assists in creating and maintaining a positive image of MICA

· Attends agency events as required

· Understands full range of MICA programs

Additional duties as negotiated with the County Director and/or Program Director.

Physical Demands:  The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Physical:

· The person in this position must do home visits at the homes of families served by MICA Family Development programs.  Must be able to function well in a variety of physical environments, and must be able to navigate stairs in order to access some family homes.

· The person in this position frequently communicates with community members and colleagues, both one-on-one and in larger groups, regarding agency programs.  Must be able to exchange accurate information in these situations.

· Frequently operates a computer and other office productivity machinery, such as a copy machine and a computer printer.

· The person in this position must be able to frequently travel about the MICA service area to do family home visits or to attend or facilitate meetings.  Responsible for own transportation in these situations. 

· Must be able to travel with a laptop and files which may weigh up to 20 pounds.

Education:

· Bachelor degree in family/human services or closely related field.
Other:

· Reliable transportation, valid driver’s license and proof of auto insurance.
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