Access Alaska, Inc.

Human Resource Office

Position Description

Position Overview

	Classification: 
	Program Specialist
	FLSA:
	Overtime Eligible

	Job Title:
	Independent Living Specialist/ Case Manager 
	Range:
	C

	Supervisor:
	Core Services Supervisor
	Dept:
	SC Independent Living Center


Job Specifications

	Essential

Functions:


	To assist persons experiencing a disability to live independently within the community. (1) Develops an Independent Living Plan that reflects the goals of the individual consumer; (2) Provides assistance to consumers to acquire specialized skills or increased capacities; and (3) helps consumer achieve physical and emotional independence.

	Independent Living Specialist 
Duties &

Responsibilities:


	Goal Development

   -Assess the needs of the individual within the initial contact.

   -Establish eligibility (disability) or make appropriate referrals in a timely manner with consistent follow-up.

   -Structure the IL Plan, sign (or coordinate signing of) appropriate documentation, establish individual goals.

   -Enter goals, all contacts and demographic information in MICIL system thoroughly and accurately, in timely manner, consistently.

Skills Training

   -Structure and provide consumer training based upon individual goals or service requests on a weekly basis.

   -Schedule or facilitate appropriate training, concentrating on home and community based independent living skill development and individual responsibility.

   -Help empower consumers with access to resources and information including multi-agency collaboration and education regarding their rights, self-advocacy and the state’s administrative process.

   -Monitor consumer progress by completing notes in the MICIL system. 
   -Be responsive and available to assist walk-in consumers
Case Management

 -Available to help develop solutions to disability and daily living problems in a timely manner.

 -Assist with locating peers, professional and role models in the community.

 -Contact other agencies when necessary, to ensure integrated service delivery in a timely manner.

 -Access Alaska case management is for establishing solutions and meeting goals, long term client maintenance is not provided. (Clients with ongoing needs will be referred  to care coordination, mental health or developmental disability programs).

ILS -  Peer Group Support 
· Set up transportation for consumers.

· Advocate for  consumers, refer clients to appropriate services, and attend community events and committees related to issues as assigned by supervisory staff.

· Maintain and file progress and consumer notes in MICIL in a thorough, accurate and timely manner.  

· Review cases with  Core Service Supervisor as needed .

· Coordinate a daily and weekly schedule with clients and other staff. 

· Help provide consumers with access to Assistive Technology, Computer lab and additional Access Alaska equipment, help prepare and assemble equipment for consumers.

· Assist with the facilitation of the  Peer  Support Group s  as assigned by supervisory staff.

· Assist with the operations of the Computer Lab as assigned by supervisory staff.

· Be available and responsive to walk-in consumer needs.

Advocacy 

-Participate in efforts that empower people with disabilities, create an environment more conducive to independent living, and result in initiatives that lead to lasting systems changes.

 -Conduct meetings/workshops to heighten awareness & respect for personal disabilities.

 -Provide testimony and letters of support for individual consumers.

 -Maintain contact with community resources to ensure a receptive environment.

 -Assist consumers in performing personal advocacy.
 -Other duties as assigned.

	Core Care 
Coordination 
Duties &

Responsibilities
	· Complete Screening Process for potential Care Coordination clients, providing assistance with Medicaid application as necessary. Cooperate fully with Assessment Contractor by providing information and attending assessment, if at all possible. 

· Develop Initial Plan of Care and Cost Sheet within 10 days of notification from DSDS of Level of Care eligibility. Notify service providers to begin services, upon approval of POC.  

· Participate in yearly reassessments of clients, providing signed Releases of Information to initiate DSDS Medical Recertification Process. Complete and submit updated Plan of Care within specified deadlines.

· Provide ongoing monitoring of client’s condition, situation, and service provision by making contact with clients at least twice every 30 days, One of these contacts must be face-to-face. Make periodic contact with service providers to confirm quality services are being delivered. As Releases of Information permit, make periodic contact with family members and/or friends, who provide assistance to the client to ensure informal support network is well-coordinated. 

· Maintain file of all pertinent records and ensure documentation is made of all significant events/activities related to client’s condition and services. All client contacts must be documented in writing and maintained in the client file. Files are maintained in accordance with policies and procedures for record keeping specified by DMA in Care Coordination Billing Manual. 

· All current Care Coordination Standards and Assurances, as outlined in the Choice Program Care Coordination Manual, as provided by Division of Senior and Disability Services will be closely followed to ensure a high quality of care coordination services is provided to all clients.  

· Other duties as assigned.



	Education & Training:
	4 yrs. College
	Preferred, or equivalent topic-specific training

	Experience:
	Up to 3 yrs. or equivalent in the health and human services field 

	Special Skills :
	Independent living specialists are also required to follow their specialized job title parameters (see attached).

	Learning Curve: 
	3-6 mos.
	Notes:

	Equipment Used: 
	Office equipment, computers, and personal electronics.

	Working Conditions:
	Little Travel
	Little Injury Potential
	Private Office
	Little lifting/carrying

	Core Expectations:
	· Confidentiality, integrity, professionalism, and a strong work ethic.

· Active support of our Mission

· Customer focused services


The above specifications are the minimum functions, duties, responsibilities, and qualifications required of an individual filling this position.  All employment is “at will” as detailed in Access Alaska’s Personnel Policy Manual.
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