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Community Coordinator

Accountable to:  The Community Leader / Executive Director

General:  Guided by the mission and charter of L’Arche, the Community Coordinator is responsible for supporting the overall quality of life of the core members and assistants in the community, and management of the homes.  The Coordinator oversees orientation, training, and formation for assistants, and volunteers, and provides for direct support for the homes. This role coordinates community life in collaboration with House Leaders and the Leadership Team.

Quality of Life for the Core Members: (Ensure plans and goals for spirituality, physical care, mental health, safety, personal growth/support, and community life are being carried out for each core member.)
· Assist the homes in providing consistency and continuity in the lives of the core members living in the community.

· Ensure that each core member has a voice in the decision-making and planning for themselves, and in the life of the community. Oversee implementation of the Meaningful Day Program (MD), including the supervision of those acting as MD Coordinators.
· Assist houses to adapt documents and tools used in the houses to be inclusive and meet various Core Member needs and communication styles.

· Lead participation in core member annual assessments; and develop, update and implement Negotiated Care Plans. 
· Develop, implement, and update Behavioral Modification Plans for core members as appropriate.
· In cooperation with the Health Care Coordinator, be aware of and oversee follow-up of any critical mental health / behavioral incidents.  Support and assist each home with finding appropriate resources when any core member is in crisis.

· Serve as an advocate and problem solver for core members as needed.

Quality of Life and Support for Assistants:
· Provide welcome, formation, training and orientation of assistants to L'Arche, L’Arche spirituality, community structures, and open communication in accordance with our Communication Commitment. 

· Ensure that each house is aware of the traditions and spiritual life of their home and of the community.  Encourage involvement by modeling these practices in each house and program.

· Plan and implement orientation and on-going training of assistants regarding individual core members and core member related issues.  
· In cooperation with the Office Manager, ensure timely completion of all requirements for health care licensing in Washington. 
· In cooperation with the House Leader, provide training and support to house teams in managing the homes: household responsibilities; record keeping; communication with professionals; scheduling; cleaning, maintenance, and upkeep of the house, equipment, and vehicles in compliance with the WAC. Ensure that the houses are following their fire and safety procedures (fire drills, evacuation plans, etc.). 

· Attend to team members and take opportunities to listen to the life of assistants. Provide supervision / mentoring for House Leaders, and for assistants in the absence of a House Leader.

· Plan and implement the annual calendar of formation and training with the assistance of the Leadership Team. 

Administrative Duties:
· Leads recruitment of new assistants in cooperation with the Leadership Team, including the review process for applicants.
· Lead evaluation of House Leaders and assistants after probationary period and annually thereafter.  

· Review Assistant work/vacation/holiday schedules with the Office Manager.  Sign off on all final vacation/holiday requests.
· File records of certifications, etc. in personnel files 

· Maintain and perform quarterly reviews of Licensor, Core Member, Background Check, and Facility Requirements Binders; to ensure all required documents are present, current, and signed.  Purge binders annually in accordance with the document retention schedule.

· Participate in state inspections and evaluations and coordinate any necessary follow-up. 
Maintenance and Coordination of Community Life:
· Attend and / or lead team meetings of designated houses as appropriate. 

· Attend and participate in Leadership Team Meetings.

· Assist with coordination of community events and celebrations (prayer night, community night, retreats, fundraising events, etc.). 

· Be aware of and committed to the contents of the following: Current Mandate, L’Arche Identity & Mission Statement, Charter of L'Arche, Employee Handbook, L’Arche Communication Commitment, Policy and Procedure Manuals, Key Elements of a L’Arche Community, and the AFH/Group Home regulations (Washington Administrative Code/WAC).

· Link with the larger family of L’Arche (regional, national, international).
Skills and Qualities Needed: 

· Applicants will be required to pass a criminal background check, including fingerprinting.

· Strong personal skills: healthy communication, self-awareness, stress management, mature approach to conflict resolution, and objectivity.

· Communicate effectively, both orally and in writing.
· Ability to establish and maintain professional relationships with core members, team members, volunteers, outside professional staff, guardians, other agencies and the public. 
· Ability to develop and implement training and formation for community members.

· Attention to detail; ability to track and coordinate multiple variables.

· Strong organizational and time-management skills.

· Ability to perform role responsibilities with a high degree of initiative and independent judgment.

· Commitment to personal and spiritual growth.  
· Confidentiality.
· Sense of humor about life and flexibility.

· Current CPR card, and a valid driver’s license.

Training and Experience Preferred:

· Some type of “community-living” experience. Ideally, has lived in a L’Arche community for two or more years.
· Knowledge of and commitment to the mission and philosophy of L’Arche.
· Experience with people with developmental disabilities.
· Health Care credentialing at the level of Health Care Aide or greater.
· Evidence of 1,000+ hours of caregiving experience.

· Education completed: Bachelor’s Degree
Non-essential Functions:

Performs other mission related functions as required.
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Welcoming Difference and Celebrating the Gifts of All People

L'Arche Spokane is a non-profit organization with two adult family homes serving the developmentally disabled in Spokane for the last 47 years. We are people, sharing life in communities, belonging to an international federation. Mutual relationships and trust in God are at the heart of our life together.  We celebrate the unique value of each person and recognize our need of one another. 
If you would like to be part of a great community where you can make a difference, consider joining our team!

For more information about our community, please visit: 
www.larchespokane.org or www.facebook.com/larcheofspokane.
Compensation: Hourly position; full time. 

$24.85 per hour

Paid Time Off (PTO) / Sick Leave


Medical Insurance


Retirement

How to Apply:

Applicants should submit the following materials by email to commleader@larcheofspokane.org
1. Cover letter expressing interest in the position. 

2. Resume. 

3. Completed Application including supplemental questions and self evaluation.
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	Application for Employment


Please fill out this application thoughtfully, being careful to include any information that will help us understand your interest in the position you are applying for.  Please attach your resume or any other documents that you feel might aid us in our review.  All information is kept confidential.

	Applicant Information

	Last Name
	First
	M.I.
	Date

	Mailing Address

	Phone
	Email

	Position applied for:
	Date Available:

	Do you have experience working with People with Disabilities?    YES  FORMCHECKBOX 
     NO   FORMCHECKBOX 


	Are you authorized to work in the U.S.?    YES  FORMCHECKBOX 
     NO   FORMCHECKBOX 

	
	
	

	Do you have a valid driver’s license?  YES   FORMCHECKBOX 
   NO   FORMCHECKBOX 
     If no, are you willing to get one?  YES   FORMCHECKBOX 
   NO   FORMCHECKBOX 


	Have you ever been convicted of a felony?     YES   FORMCHECKBOX 
     NO   FORMCHECKBOX 

If yes, please explain:


	Education

	High School
	
	City/State
	

	From
	
	To
	
	Did you graduate?
	YES   FORMCHECKBOX 

	NO   FORMCHECKBOX 

	Degree/Major
	

	College
	
	City/State
	

	From
	
	To
	
	Did you graduate?
	YES   FORMCHECKBOX 

	NO   FORMCHECKBOX 

	Degree/Major
	

	Other
	
	City/State
	

	From
	
	To
	
	Did you graduate?
	YES   FORMCHECKBOX 

	NO   FORMCHECKBOX 

	Degree/Major
	


	occupational background ()

	Company
	
	Phone
	(           )

	Address
	
	Supervisor
	

	Job Title
	
	May we contact your previous supervisor for a reference? YES  FORMCHECKBOX 
  NO   FORMCHECKBOX 


	Responsibilities
	

	From
	            To
	Reason for Leaving
	

	

	Company
	
	Phone
	(           )

	Address
	
	Supervisor
	

	Job Title
	
	May we contact your previous supervisor for a reference? YES  FORMCHECKBOX 
  NO   FORMCHECKBOX 


	Responsibilities
	

	From                To
To
	Reason for Leaving
	

	

	Company
	
	Phone
	(           )

	Address
	
	Supervisor
	

	Job Title
	
	May we contact your previous supervisor for a reference? YES  FORMCHECKBOX 
  NO   FORMCHECKBOX 


	Responsibilities
	

	From               To
To
	Reason for Leaving
	

	


	other qualifications 

	Do you have any experiences, special qualifications, skills, talents or hobbies that may align with our mission and your work here?

	

	

	

	


	Professional References

	Please list three professional references.  These are people who you know are in a position to judge your general character, motivation and employment record to help us know if L’Arche Spokane is going to be a place of growth for you and a good fit for your skills and gifts.  

	Name


Address/City/ST/Zip
      Relationship
    Phone
     Email

	

	

	


	How did you hear of this opening?


	Disclaimer and Signature

	I certify that my answers are true and complete to the best of my knowledge. 

If this application leads to employment, I understand that false or misleading information in my application or interview may result in my release.

	Signature
	
	Date
	


	Supplemental Questions

	Please address the following topics:

1. Please describe any experience(s) you may have had with people with intellectual / developmental disabilities.
2. What knowledge or experience related to health care and / or caregiving do you bring? 
3. Describe your leadership style and how you approach teambuilding.
4. Give an example of your organizational skills, attention to detail and ability to multi-task. 
5. To the best of your ability, please explain your motivations and expectations in coming to L’Arche.
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	703 E. Nora  Spokane, WA 99207

Ph: (509) 483-0438 Fax: (509) 483-0460

Email: info@larchofspokane.org 

www.larchespokane.org
	Self Evaluation Form


Name: ___________________________  

     Position Applied for: Community Coordinator

Please choose the number that best describes you in relationship to each characteristic or skill:

1 - Superior    2 - Good    3 - Average    4 - Below average    5 – Poor

	Characteristic/Skill
	Rating

1-2-3-4-5

(See above)
	Comment(s):

	Accuracy / Attention to Detail
	
	

	Sense of Humor
	
	

	Maturity
	
	

	Ability to get along with others
	
	

	Emotional Stability
	
	

	Common Sense
	
	

	Dependability
	
	

	Tact in dealing with others
	
	

	Ability to make decisions
	
	

	Flexibility
	
	

	Initiative
	
	

	Creativity
	
	

	Use of Time
	
	

	Ability to express feelings
	
	

	Ability to work with others
	
	

	Ability to work alone
	
	

	Working under supervision
	
	

	Leadership ability
	
	

	Working under pressure
	
	

	Conflict resolution
	
	

	Communication skills
	
	

	Multi-tasking / Coordination
	
	

	Seeks integration of spirituality with own life
	
	

	Computer skills: Word, Excel, etc.
	
	


Signature 







Date 



______
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