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POSITION:  

HOME FINDING COORDINATOR
REPORTS TO:


To be determined
COMPANY:


Lutheran Social Service of New York

CLASSIFICATION:

Staff
EXEMPT/NONEXEMPT:

Exempt

GENERAL DESCRIPTION:

The Home Finding Coordinator is responsible for ensuring the compliance of New York State, New York City and Lutheran’s regulation and policies regarding foster homes certification.  In addition, this person is responsible for maintaining various tracking systems.
MAJOR DUTIES AND RESPONSIBILITIES:

1. Maintain CONNECTIONS System

2. Maintain Vacancy Control System

3. Conducts trainings and Orientation sessions for prospective resource parents
4. Process and maintain SCR tracking system

5. Maintain medical report tracking system for foster families
6. Assist with replacing disrupted placements
7. Receive and process intake calls received from ACS

8. Maintain Intake tracking system

9. Confirm new placements

10. Process initial clothing allowance payments
11. Attend required meeting and trainings

12. Prepare PAMS rebuttals
13. Make assessment of resource parent abilities and motivation to becoming resource parents

14. Attend home visits to assess and compile data required to complete home studies

15. Verify compliance of foster homes with NYS and NYC Regulations

16. Process and monitor receipt of required certification and recertification documents

17. Certify and recertify foster homes

18. Attend required meetings

19. Work on agency-wide projects

20. Create and maintain resource parents records

21. Maintain resource parent Master List

22. Maintain active and inactive resource parents records

23. Fingerprint resource parents, household members and back up resource

24. Perform all other duties as necessary

SUPERVISES:

· Non applicable
QUALIFICATIONS

EDUCATION:

· Baccalaureate degree in social work or closely related  human services degree
  EXPERIENCE:

· Minimum of 3 years as a recruiter, case manager/worker in social service or field closely related to human services


  SKILLS & ABILITIES:

· Excellent oral and written  communications
· Understanding of social services theories and systems

· Knowledge of city and state regulations

· Familiarity with computer database and word processing programs

· Ability to work with others
· Strong organizational skills

· Ability to use problem-solving and analytical thinking skills

· Ability to prioritize and balance multiple tasks simultaneously

· Highly motivated self-starter, able to work independently, and exercise good judgment

· Ability to travel by public transportation

· Ability to work additional hours, if necessary

· Ability to speak Spanish preferred
DATE REVISED:
6-10
This position description contains the major responsibilities required to perform this job.  These responsibilities may change at any time to meet the needs of our clients, residents, or Agency.

I have read this Position Description and fully understand the contents.

__________________________________________

____________________


Employee Signature





Date
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Lutheran Social Services of New York


“Called by God, we enable people to reach their full potential"
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