Assistant to Executive Director

Reports to: Executive Director

Supervises: N/A

Status: Non-exempt

Timebase: Full-time

Pay: Beginning at $30/hour

Job Duties and Responsibilities:

Administrative

Develops and implements administrative plans and procedures defining lines of
responsibility, staffing and supervision of the agency and programs.

Implement licensing requests, vendorization for new programs.

Oversee and manage grants and donor programs.

Oversee and manage social media presence.

Assures any service design changes are approved by Regional Center and maintained at
DPAC Administrative offices.

Secures Purchase of Service Authorizations (POS) from regional centers and
authorizations from the Dept. of Rehabilitation and any other payer. Assures participant
records and documentation are current and accessible; prepares Quality Assurance
protocols for staff and reviews participant records to ensure quality programming.

Program and Staff Oversight

Oversees the coordination of services for all participants (e.g. staff schedules, Individual
Service Plans, Individual Habilitation Service Plans, and Individual Program Plan
Oversees the maintenance of consumer records (to include assessments quas
discharge summaries, etc.) to document the delivery of services to pa
compliance with their Individual Service Plan (ISP)

Is available to work directly with consumers if there’s an e
need assistance.
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Maintains a Person-centered approach towards Neurodiversity consumers.

Respects the cultural and ethnic values of each participant including family ties and
cultural traditions.

Ensures deaf-centered perspective is fostered throughout the organization from
Neuordiverse consumers to families and Service Providers including Circles of Support
members.

Ensures participant rights are respected and enforced; oversees the reporting of suspected
adult dependent abuse; special incident reports; monitors participant grievances and
refers them to the Board President and Regional Center Case Manager and Client’s
Rights Advocate as appropriate.

Minimum Qualifications

Possesses enthusiastic energy, professionalism, compassion and integrity.

Three years of prior experience working with deaf population in human services, special
education or related fields.

Is fluent in American Sign Language and is connected with Deaf culture.

Demonstrates excellent written communication skills and the ability to work effectively
on a multi-disciplinary interagency team & cooperatively with diverse external
collaborators (parents, regional center staff, generic community based program,
Department of Public Health, etc.).

Possesses fluency in written English.

Is committed to attending daily staff briefings, weekly staff meetings, trainings and
leadership meetings.

Demonstrates knowledge of the Regional Center system, Lanterman Act and the
emotional, social, familial, cognitive, training and person support needs of participants.
Is able to competently handle crisis or emergency situations as determined by written and
verbal interviews.

Has current TB clearance; certifications in CPR and first aid; valid California driver’s
license, clean DMV printout and current automobile insurance.

Is able to pass a criminal background check and a fingerprint clearance.

All business related mileage reimbursed and smart phone provided.



