
PENDLETON PLACE CHILDREN’S SHELTER

JOB DESCRIPTION:

Child Care Specialist 

SUPERVISOR:

Shift Supervisor
HOURS:


40 hours or more per. week 
CLASSIFICATION: Non-Exempt Position
Hourly Wage:


As agreed upon

DATE:



Revised 10/3/2011
I.
Position Summary
Child Care Specialists are responsible for providing daily care to all children in the care of Pendleton Place at both the emergency shelter and Smith House programs.  The Child Care Specialist shall support the agency’s mission, adhere to its values, maintain the confidentiality of residents’ identity and the nature of the agency’s services and perform the duties of the position in a professional manner.  This position operates under the supervision of the Shift Supervisor and is staffed by full time employees with the flexibility to work weekday and weekend, shifts of eight hours or more (40 hours per week or more as needed) and part-time employees with the flexibility to work weekday and weekend shifts of eight hours or more on an as needed basis.  
The primary mission of Pendleton Place Children’s Shelter is to provide services to abused, abandoned, neglected and dependent children who meet the eligibility criteria.  To that end, it is not possible to detail every task or need.  Some responsibilities are assigned to all Child Care Specialists and are jointly shared; others are delegated to specific shifts.  In general, Child Care Specialists are expected to work in harmony with each other and DSS to ensure that the emotional and physical needs of the children in our care are met, to use common sense in situations for which there are few or no precedents, and keep the day-to-day operations of the shelter functioning smoothly.

II.
Primary Duties and Responsibilities of this Position (these tasks are illustrative only; to carry out the day-to-day functions of the job, other duties may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.)

All Child Care Specialists share the following responsibilities regulated by the agency’s Personnel Handbook:                                                                           
1. General care to our youngest residents to include, but not be limited to, bathing, diapering and giving medications as prescribed or indicated; responding to health/medical needs; providing food, clothing, hygiene needs, education, short term counseling and other needs as appropriate and required.
2. General youth services include, but not limited to, monitoring educational, medical and hygiene needs; teaching independent living skills and providing short term counseling and role model behaviors to prepare youth for transition.
3. Supervision of children/youth at all times during waking and sleeping hours.  Engaging in positive interactions with children/youth during activities, meals, chores, etc., and through the appropriate use of the agency’s behavior management system.  Adhere to the daily scheduling of routine care and activities.

4. Staff members are required to be positive role models for children/youth at all times.
5. Staff must demonstrate an understanding of working with traumatized children and trauma-based behaviors and be prepared to engage in short term counseling, as needed.  
6. Respond to placement request phone calls and staff referrals with the Shift Supervisor and Case Manager as needed.
7. Process resident admissions and discharges.

8. Provide Case Manager(s) with observations of residents’ behavior to enable them to make appropriate case management decisions.

9. Maintain accurate, complete and legible documentation in all files, accountability records, and forms.

10. As appropriate, participate in the regularly-scheduled case planning staffing’s.

11. Administer in-shelter petty cash fund with accurate records of expenditures and balance.

12. Inform Supervisor of needed supplies, repairs, etc.

13. Attend and participate in regularly-scheduled in-service training staff meetings.  Fourteen hours of field-related training must be achieved each licensing year.

14. Maintain order and neatness in the emergency shelter, Smith House, yard and common areas, vehicles, and administrative areas, including the areas reserved for care-giving staff.  As much as it is possible, the facility should be ready for unannounced inspections.

15. Work with volunteers at the direction of the Volunteer Coordinator.

16. Perform other tasks and duties at the direction of the Shift Supervisor.
III.
Specifically Assigned Responsibilities
Each shift has the primary responsibility for carrying out specific duties assigned to them.  From time to time, because of the emergency nature of the services we provide, a task may not get done as planned.  If it is one that cannot be carried over to the following day, the shift coming on duty will be asked to complete it or to carry it out.  This should be an exception, not the rule.  Good teamwork is required and necessary to the smooth operation of the facility and the provision of care to the residents.  

IV.
Qualifications

1. Ability to work nights, weekends and varying shifts.

2. Minimum of high school diploma or the equivalent of high school diploma 

3. Will have satisfactory criminal history and background check including the Child Abuse and Neglect Central Registry, Sex Offenders Registry, and Motor Vehicle Department.
4. Will have or will obtain CPR/First Aid certifications within six months of employment and maintain certification as required under local/state regulations.

5. Physical ability to lift and carry 50 pounds, bend and stoop to perform essential duties.
6. Demonstrate the ability to utilize Therapeutic Crisis Intervention de-escalation techniques and physical interventions.  Must maintain a score of 70 or above.
7. Ability to be outdoors in cold and/or heat for recreational purposes with the children.

8. Ability to stand, bend, twist, lift and stoop in the normal course of care of the children.
9. Ability to understand, to enjoy, and to be comfortable with children.

10. Ability to serve as a role model for residents.

11. Ability to work cooperatively as a team member.

12. Possess valid South Carolina driver’s license.
THIS JOB DESCRIPTION DOES NOT CONSTITUTE AN EMPLOYMENT AGREEMENT BETWEEN PENDLETON PLACE, INC AND THE EMPLOYEE. EMPLOYMENT WITH PENDLETON PLACE IS AT-WILL AND MAY BE TERMINATED AT ANY TIME BY EITHER THE EMPLOYEE OR PENDLETON PLACE.  THIS JOB DESCRIPTION IS SUBJECT TO CHANGE AS PENDLETON PLACE’S NEEDS AND THE REQUIREMENTS OF THE JOB CHANGE. 
Availability:
	Hours
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	6:00am-2:00pm

_________
	
	
	
	
	
	
	

	7:00am-3:00pm

________
	
	
	
	
	
	
	

	2:00pm-10:00pm

________
	
	
	
	
	
	
	

	3:00pm-11:00pm

________
	
	
	
	
	
	
	

	10:00pm-6:00am

________
	
	
	
	
	
	
	

	11:00pm-7:00am

________
	
	
	
	
	
	
	


I _________________________________________ have read and understand this job description and agree that I am able to perform the essential job duties outlined in this job description.  I agree that I am able to work on the days and at the times indicated by me above. I understand that failure to provide information or omission of information pertaining to my ability to meet the requirements of the job or my inability to perform  the essential job duties will be cause for immediate termination of employment, regardless when or how discovered.

Employee Signature: ___________________________________________ Date: _________________
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