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Title

Job Description






	Title:
	Team Leader

	Department:
	Youth and Family Services

	Reports to:
	Department Director


Job summary:
The Team Leader, within the department of Youth and Family Services, manages and coordinates supportive social services to clients by providing supervision to Team Members of the FAP and FSS programs.  The Team Leader assumes the responsibilities for the department and its programs if deemed necessary by the Director of Youth and Family Services.  Under the immediate supervision of the Director of Youth and Family Services, the Team Leader is responsible for the following activities:
Summary of essential job functions:

Program Administration
· Responsible for the effective and efficient provision of supportive social services to clients

· Attend any meetings required to advance work of the unit (i.e. mental health coalitions, etc.)

· Design and facilitate Team Meetings

· Work collaboratively with the Director of Youth and Family Services and fully participate and contribute to the yearly process of Q & E, goal setting, PIP evaluation, and other agency / department work

· Act as the principal liaison to local human service providers by representing WomenRising at planning meetings and training opportunities

· Collect and approve timesheets for FSS and FAP Team Members with signature. Forward timesheets to the Director of Youth and Family Services

· Address client complaints

· Provide FAP and FSS Team Members with supervision and support

· Participate in the Annual DCPP Review

· Maintain constant contact with DCPP to request program referrals

· Submit monthly program statistics to the Director of Youth and Family Services

· Assist Department staff in servicing callers and walk-in’s 

· All other duties as assigned

Employee Responsibilities
· Participate in all staff development seminars and Departmental, Team, and Special Call meetings for the Youth and Family Department, as well as agency wide special project Improvement Teams (as needed), and agency wide events (i.e. All Staff Day)
· Maintain a specific standard of performance according to the organization’s policies and standards
Supervision
· Manage the day to day working of the Youth and Family Service Department programs and staff in the absence of the Director of Youth and Family Services.

· Coach and direct the work of the FSS and FAP staff and participate in all Youth and Family Case Conferences as requested

· Provide backup supervision for the SV program in the absence of the SV Program Coordinator and the Director of Youth and Family Services

· Provide regular individual and group clinical supervision for FAP and FSS Counselors and Social Work Interns
· Identify staff training needs, arrange for staff to attend trainings, and track attendance
· Assist in crisis management with the staff, as well as the clients

Service Coordination

· Timely and accurate submission of all statistical data, as well as monthly, quarterly, year-end reports, and other department paperwork

· Assign Intakes to Counselors for screenings and assessments.  Provide support to staff as necessary

· Monitor Counselor caseload, case record maintenance, and assign cases.  

· Maintain and review all case records and Service Plans for accuracy and legitimacy. 

· Ensure the confidential treatment of all client records, case notes, and other department paperwork

· Assist in the interview and selection process of Team Members and train, support, and manage all staff / volunteers within your component

· When necessary, act as a FSS / FAP Floater to assure continuance of quality work to clients in the absence of the primary counselor

· Report any suspected child abuse or neglect to DCPP
Minimum requirements

· BSW or BA in a related field required

· 5 years of experience in social services
· Counseling experience 
· Program management and development background 
· Valid NJ driver’s license in good standing

· Knowledge of Mental Health issues and Domestic Violence

· Familiarity with Hudson County resources and the Jersey City community

· Flexible hours required; some evening and weekend hours are necessary

· Fluent BILINGUAL  (English/Spanish)  MUST be able to read, write, and speak in both languages
· Danger Assessment Certification

Abilities required

· Self-directed and highly motivated
· Strong supervisory skills
· Work well and effectively in a team environment
· Work cooperatively with members from the community
· Advocacy skills
· Computer literacy, effective communication and organizational skills
· Effective problem-solving skills
· Public speaking
Disclaimer

The above statements are intended to describe the general nature and level of work being performed by the receptionist. They are not to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified. All personnel may be required to perform duties in addition to those outlined above from time to time, as needed.  WomenRising is an Equal Opportunity Employer

Cover letter with salary requirement and resume may be submitted by way of:

Mail: WomenRising, Inc., Attn:  B. Santana, 270 Fairmount Avenue, Jersey City, NJ 07306

Fax: (201) 333-9305, Attn: B. Santana

Email: bsantana@womenrising.org
No Phone Calls Please
