Posting #E21-170

b
COMMUNITY LIVING =

Toronto

JOB OPPORTUNITY
POSITION: COMMUNITY SUPPORTSCOORDINATOR-INTAKE EARLY CHILDOOD SERVICES

REGION: Central

HOURS OF WORK: 150hoursoverfour weeks

Community Living Toronto, one of the largest agencies of its kind in North America, is a dynamic innovative
organization committed to a vision of promoting a welcoming community. As a leader in the field, Community Living
Toronto offers supports to over 6,000 individuals within an intellectual disability as well as support to their families,
including residential and day support, assistance with employment, community support, early childhood services and
respite.

QUALIFICATIONS:

Bachelor’'sdegreen Early ChildhoodStudiesor relateddegreeor diplomain Early ChildhoodEducationplus Resourceleacher/Advance
Studiescertificate. A minimum2 yearsof experiencesupportingyoungchildrenwith extrasupportneedsn early childhoodsettings.
Experiencawithin Every Child BelongsmodelanassetConsiderabl&nowledgeof servicesavailableto personswithin the Every Child
BelongsModel. Proficiencyin softwareapplicationssuchasMicrosoft Office (Word, Excel, PowerPointOutlook). Knowledgeand
understandingf interventionprogramstommunityservicesn Toronto(e.qg.,referralprocesses;atchmentreaspopulationserved).

JOB SUMMARY:

The CommunitySupportCoordinator- Intakeis responsibldor handlingthe coordinationof specializecdtonsultationwaiting lists,
schedulingservicedelivery,andoperatingandmaintainingthe OccupationallherapyEquipment_endingLibrary. Responsibldor entering
trackingandmaintainingclientinformationon ISIS (client databasejswell asmaintenanceandtrackingof programstatistics.

RESPONSIBILITIES:

IntakeCoordination

« Screengequestdgor specializedserviceandcoordinateprogramwaiting lists; respondsgo inquiriesaboutwait lists, monitorsapplicant
statusandprioritizesserviceneedde.g.,child atrisk of beingdischargedy centre).

« Makesdeterminationsegardingthe suitability of newreferralsfor specializedservicesofferedby the organization.

SpecializecandAdaptiveEquipment

« Managesmaintainsandorganizespecializecandadaptiveequipmentibrary, includingkeepinginventory,andmaintenancef
equipmentServesasliaisonwith all stakeholderso determineequiredstock.

 Processereferralsfor specializedandadaptiveequipmentequests.

Consultations
« Manageschedulingof specializedconsultant§or communityvisits.
« Maintainsopencommunicatiorwith communitypartnersandotherstakeholders.

Training
« Providesmonthlyupdatesegardingspecializecconsultatiorandevery6 monthsprovidesformal trainingregardingreferralandaccesgo
OccupationallrherapyEquipment_endingLibrary Conductgresentationandinformationsession®n anasneededasis.

CommunityPartnershipgandOutreach

« IdentifiesuniqueOccupational herapyneedf the Every Child Belongspartneragencies

« Conductsoutreachto communitypartnerorganizationspetworksandcollaboratesvith communitypartnergdo educateandshare
information.

Click APPLY and attach an up to date Cover Letter and Resume.
APPLY

PLEASE QUOTE JOB POSTING # IN THE SUBJECT LINE

When required, accommodations for disabilities will be provided, on request.
By submitting your application, you confirm that the information included is accurate and true. Misrepresentation or omission of facts in
connection with your application may be sufficient cause for dismissal.

We thank everyone for their interest in Community Living Toronto; however only applicants with the necessary qualifications, experience and education will be contacted for an
interview.
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	Qualifications: Bachelor’s degree in Early Childhood Studies or related degree or diploma in Early Childhood Education plus Resource Teacher/Advance Studies certificate.  A minimum 2 years of experience supporting young children with extra support needs in early childhood settings. Experience within Every Child Belongs model an asset. Considerable knowledge of services available to persons within the Every Child Belongs Model. Proficiency in software applications such as Microsoft Office (Word, Excel, PowerPoint, Outlook).  Knowledge and understanding of intervention programs/ community services in Toronto (e.g., referral processes, catchment areas, population served).
	Job Summary: The Community Support Coordinator - Intake is responsible for handling the coordination of specialized consultation waiting lists, scheduling service delivery, and operating and maintaining the Occupational Therapy Equipment Lending Library.  Responsible for entering, tracking and maintaining client information on ISIS (client database) as well as maintenance and tracking of program statistics. 
	Responsibilities: Intake Coordination
• Screens requests for specialized service and coordinates program waiting lists; responds to inquiries about wait lists, monitors applicant 
  status, and prioritizes service needs (e.g., child at risk of being discharged by centre).
• Makes determinations regarding the suitability of new referrals for specialized services offered by the organization. 

Specialized and Adaptive Equipment
• Manages, maintains, and organizes specialized and adaptive equipment library, including keeping inventory, and maintenance of 
  equipment; Serves as liaison with all stakeholders to determine required stock.
• Processes referrals for specialized and adaptive equipment requests.

Consultations
• Manages scheduling of specialized consultants for community visits.
• Maintains open communication with community partners and other stakeholders.

Training
• Provides monthly updates regarding specialized consultation and every 6 months provides formal training regarding referral and access to 
  Occupational Therapy Equipment Lending Library Conducts presentations and information sessions on an as needed basis.
.
Community Partnerships and Outreach
• Identifies unique Occupational Therapy needs of the Every Child Belongs partner agencies
• Conducts outreach to community partner organizations; networks and collaborates with community partners to educate and share
  information.
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