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Welcoming Difference and Celebrating the Gifts of All People for 48 Years
At L’Arche, we seek to bring the power of community to life, fostering a world where people with intellectual disabilities can thrive. Care is one of the most fundamental things that humans do. Our Health Care Coordinator should have the desire and capacity to learn from and relate to people with intellectual and developmental disabilities, while working well within a team to provide high quality, specialized care that ensures everyone’s safety and well-being. This community care model operates in a context that values mutual relationships, and both individual and corporate spirituality.

L’Arche Spokane is a non-profit organization with two adult family homes in the Logan Neighborhood. Visit our Facebook page at https://www.facebook.com/larchespokane and our Instagram at https://www.instagram.com/larchespokane to learn more about what life in an inclusive community looks like.
Are you ready to develop invaluable professional and personal skills through a both challenging and rewarding work experience? If yes, then apply to join L’Arche today.
How to Apply:

Applicants should review the job description below and 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 (see below).

Compensation: Non-Exempt position; full time. 

$25.40 per hour


Paid Time Off (PTO) / Sick Leave


Medical Insurance – QSEHRA program


Employer contribution to retirement after two years

L’Arche Spokane

Health Care Coordinator

Accountable to:  The Community Leader / Executive Director

General:  Guided by the mission and charter of L’Arche, the Health Care Coordinator oversees the day-to-day health care needs of the core members, while complying with applicable regulations and maintaining appropriate records.  Advocates for core members’ medical needs and ensures continuity of care. Acts as the primary point of contact with medical professionals and the pharmacy. Provides direct support for core members in the homes. Coordinates, oversees, and provides health care related education to employees and volunteers. This role coordinates care needs in collaboration with the Leadership Team and House Leaders.
Leads, directs, and monitors the delivery of health care and related health and medical services.

· Ensure that core members are provided consistency and continuity in health care services. 

· Ensure that each core member has a voice in health care decision-making and planning. 

· Develop and implement health care related goals and objectives; identify core member’s healthcare related needs and coordinate delivery of health care services.

· Attend core members’ annual assessments and support the Community Coordinator in developing, updating, and implementing Negotiated Care Plans. 

· Oversee annual screening (NTG-Early Detection Screen for Dementia) to establish baselines and monitor for changes.

· Schedules appointments in coordination with the houses; attends and monitors follow up care for all core member medical / mental health and dental needs.

· Coordinate between L’Arche homes, health care and mental health providers, specialists, out-patient services (PT, OT, etc.), pharmacies, and Guardians to ensure effective communication.

· Serve as advocate and key contact for core members with health care professionals, especially in acute situations. Support and assist each home in finding appropriate resources when any core member is in crisis.

· Coordinate medical services when core members visit urgent care or are hospitalized.  Be an integral part of the discharge planning process and return to community (medications, orders, PT, OT, etc.)

· Oversee core member medications. Submit new prescriptions, communicate medication changes, and provide training where applicable. Ensure MAR is accurate and up to date.

· Provide personal care for core members with a frequency sufficient to be proficient in their care routines, following established guidelines.
· Serve as a resource to the houses, team members, and core members.
Community healthcare philosophy, and policies and procedures. 

· Develop and maintains documentation systems for continuity of care and record storage that ensures compliance with local, state, and federal regulations; and community policies and procedures.

· Oversee medication ordering system and med check processes.

· Ensure core members' health care files are current and accurate.  This includes: Negotiated Care Plans, face sheets, medical documentation, medication records including the MAR, etc.

· Performs quarterly health care record reviews for all core members and nurse delegation 90 day reviews.

· Participate in state inspections and evaluations, and assist with any necessary follow-up. 

· Participate in planning and the development of policies and procedures.

· Encourage wellness practices and activities.

Healthcare Education 
· Plan and provide formation, orientation and on-going training of staff and volunteers regarding core member healthcare related information in cooperation with the Community Coordinator. 

· Assist in teaching personal care as needed.

· Assist in Medication Administration Orientation and provide quarterly refresher training.
· Maintain all personal licensing and/or accreditations necessary for assigned responsibilities.

Community Life: Actively participates in and supports the L’Arche Spokane community 

· Demonstrate ongoing commitment to core members, the community, and L’Arche’s mandate and mission.

· Understand and embody the value of servant leadership, and abide by L’Arche’s core values. 

· Attend team meetings of designated houses as appropriate. 

· Attend and participate in leadership team meetings.

· As a member of the leadership team, assist with coordination of community events and celebrations (prayer night, community night, retreats, fundraising events, etc.).

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

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

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

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

· Strong organizational and time-management skills. 

· Knowledge of theories, principles and practices applicable to the health care community and services provided to core members of L’Arche Spokane.

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

· Communicate effectively, both orally and in writing, in situations requiring coordination, instruction, persuasion, consultation, and motivation.

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

· Ability to establish and maintain professional relationships with core members, team members, outside professional staff, guardians, other agencies and the public.

· Ability to listen to people – both verbal and non-verbal communication.

· Ability to develop and implement training and formation for community members.

· Commitment to personal and spiritual growth.  

· Sense of humor about life and flexibility.

Training and Experience:
· Health Care credentialing; minimum level of Health Care Aide Licensing.

· Caregiving experience.

· Experience with people with developmental disabilities.
· Training as required by Washington State (DDA and AFH/WAC).
· Education completed: Bachelor’s Degree
· Current CPR card, and a valid driver’s license.

· Knowledge of and commitment to the mission and philosophy of L’Arche.
Non-essential Functions:

Performs other mission related functions as required.
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Thank you for your application. Please fill out this application thoughtfully, including any information that will help us understand your interest in the position for which you are applying.  Please attach your resume, answers to the essay questions at the bottom, and 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: Healthcare Coordinator
	Date Available:

	Do you have experience working with people with intellectual 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 


	Prior to employment, all applicants will be fingerprinted and must pass a criminal background check.


	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 (Attach additional page if needed)

	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
	
	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
	
	Reason for Leaving
	

	


	other qualifications 

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

	

	

	


	Professional References

	Please list three 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.  Please list their address, phone number, email address and their relationship to you.

	Name:


               Address/City/ST/Zip:




Phone:


               Email:                                      Relationship:                                


	Name:


               Address/City/ST/Zip:




Phone:


               Email:                                      Relationship:                                

1


	Name:


               Address/City/ST/Zip:




Phone:


               Email:                                      Relationship:                                




	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 do you bring? 
3. Describe your ability to coordinate and communicate with multiple stakeholders.  
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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: Health Care 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 faith with own life
	
	

	Computer skills: Word, Excel, etc.
	
	


Signature 







Date 



______

	703 E. Nora  Spokane, WA 99207     Ph: (509) 483-0438  Fax: (509) 483-0460     www.larcheofspokane.org
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