Posting # E22-222

b
COMMUNITY LIVING =

Toronto

JOB OPPORTUNITY

POSITION: CommunitySupportCoordinator- Intake
REGION: All Regions

HOURS OF WORK: 37.5perweek

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'sdegreeor Collegediplomain SocialServicer arelateddiscipline.A minimum3-5yearsof experiencesupportingndividualswho haveanintellectual
disability. Experiencewith communityandservicenavigationis anassetExperiencealeliveringpresentationandoutreachto communityis alsonecessaryKnowledge
of servicesavailableto individualswith a developmentatlisability, includingthoseofferedthroughCommunityOptions,Early ChildhoodServicesTorontoDistrict
SchoolBoard,andTorontoCatholicDistrict SchoolBoard.Extensiveknowledgeof servicesavailableto individuals/familieswith developmentadiisabilitiesin the
areaof communityresourcesUp-to-dateknowledgeof DevelopmentaServiceOntario(DSO)andDSCISsystemsKnowledgeof SpecialServicesat Home(SSAH),
Assistancdor Childrenwith SevereDisabilities(ACSD), andotherdevelopmentaservicesystemsAbility to monitorthe safetyandwell-beingof clientsandfamilies,
self,andothers.Proficiencyin Microsoft Office (Word, Excel,PowerPointOutlook) andothercurrenttechnology Dataentry skills. Knowledgeandunderstandingf
interventionprograms/communitgervicesn Toronto(e.g.,referralprocess).

Candidatesnustpassa medicalandbefreeof contagiougliseasen accordancevith applicableregulatoryrequirement&ndmaintainappropriatemmunizations,
including providing proof of full vaccinationagainstCOVID-19 (includinganyrecommendeboosters/additionaloses)subjectto requiredhumanrights
accommodation Shoulda candidatébe unableto vaccinateor bonafide humanrightsrelatedreasonsasprotectedy the OntarioHumanRightsCode,Community
Living Torontowill assessvhetheror notaccommodatioiis possiblewithout unduehardshipbasedn the obligationsof this position.

JOB SUMMARY:

The CommunitySupportCoordinator/Intakés responsibldor managingorogramwaiting lists andcompletingthe intakeprocesshroughassessmentspordinationof
service,andcontactwith potentialfamilies. Maintainscurrentcomputer(ISIS) recordsfor individualsin serviceor waiting for service includinganyrelevantupdates
andchangedo clientinformation.

RESPONSIBILITIES:

Wait List Management:

* Managegrogramwait lists throughin-homeassessmentspordinationof servicesandongoingcontactwith applicantsandtheir families.

« Conductdgnternalandexternalconsultationsegardingndividual casesituationsandsharecommunityresourcenformation.

« Collaboratesvith CommunityLiving Torontostaff andstaff from externalagenciessneededo determinepotentialreferralsfor service.

* Manageswait lists, prioritizing clientsthatneedto be seensooneueto circumstancescluding but notlimited to family moving, or problematicchild behaviour
which mayresultin suspensioffrom school.

» Makesdeterminatiommegardingreferralsrequiringimmediateattention(e.g.,child or family in crisis).

Recruitmentandintake:

» Makesdeterminationsegardingthe suitability of newreferralsfor variousprogramsofferedby CommunityLiving Torontoandexternalagencies.

* Processereferralsfor SpecialServicesat Home(SSAH)andAssistancdor Childrenwith SevereDisabilities(ACSD) atfamilies’ request.

» Completesnterviewswith familiesto determineeligibility for servicewith TorontoCommunityLiving or otherexternalagencies.

* Managesnternalvacanciewith directionfrom Managerof Supportsandthe housingprocesgeam.

ConsultationandOutreach:

* Respondso requestsor communityresourcenformation.

« Participatesn meetingsvheresuspensioir terminationof a clientis discussedasappropriate.

* Providesin-depthexplanationgndinformationregardingheintakeprocesaindavailableservices.

» Networksandcollaboratewith existingcommunitypartnerssharingknowledgeandinformationregardingavailableprogramsandservices.

» Conductsutreachto communitypartnerorganization@ndnetworks building trustingrelationships.

RecorddManagement:

» MaintainsISIS recordsfor individualsin serviceor waiting for service;maintainsnotesasnecessaryincludingbut notlimited to updatedsrom familiesandchanges
to clientinformation.

* Processerquestseceivedeitherexternallyfrom DevelopmentaServiceOntarioor internallyfor Person-Directe@lans;ensuresequestareenterednto ISIS
system.

* Processeall respitepackagegor childrenandadultsthroughlSIS.

 Contactdnternaland/orexternalsupportsvhenthereareissueswith the DCIS systeman|IT systenfor collectingclientinformationrelatedto intake,eligibility, and
applicationpackagesor individualswith developmentatiisabilitiesin Ontario.

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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	Job Summary: The Community Support Coordinator/Intake is responsible for managing program waiting lists and completing the intake process through assessments, coordination of service, and contact with potential families. Maintains current computer (ISIS) records for individuals in service or waiting for service, including any relevant updates and changes to client information. 
	Responsibilities: Wait List Management:
• Manages program wait lists through in-home assessments, coordination of services, and ongoing contact with applicants and their families.
• Conducts internal and external consultations regarding individual case situations and shares community resource information.
• Collaborates with Community Living Toronto staff and staff from external agencies as needed to determine potential referrals for service.
• Manages wait lists, prioritizing clients that need to be seen sooner due to circumstances including but not limited to family moving, or problematic child behaviour which may result in suspension from school.
• Makes determination regarding referrals requiring immediate attention (e.g., child or family in crisis).
Recruitment and Intake:
• Makes determinations regarding the suitability of new referrals for various programs offered by Community Living Toronto and external agencies.
• Processes referrals for Special Services at Home (SSAH) and Assistance for Children with Severe Disabilities (ACSD) at families’ request.
• Completes interviews with families to determine eligibility for service with Toronto Community Living or other external agencies.
• Manages internal vacancies with direction from Manager of Supports and the housing process team.
Consultations and Outreach:
• Responds to requests for community resource information.
• Participates in meetings where suspension or termination of a client is discussed, as appropriate.
• Provides in-depth explanations and information regarding the intake process and available services.
• Networks and collaborates with existing community partners, sharing knowledge and information regarding available programs and services.
• Conducts outreach to community partner organizations and networks, building trusting relationships.
Records Management:
• Maintains ISIS records for individuals in service or waiting for service; maintains notes as necessary, including but not limited to updates from families and changes to client information.
• Processes requests received either externally from Developmental Services Ontario or internally for Person-Directed Plans; ensures requests are entered into ISIS system.
• Processes all respite packages for children and adults through ISIS.
• Contacts internal and/or external supports when there are issues with the DCIS system, an IT system for collecting client information related to intake, eligibility, and application packages for individuals with developmental disabilities in Ontario.
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	Region: [All Regions]
	APPLY2: 
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