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POSITION DESCRIPTION

	POSITION TITLE: 
	Quality Coordinator 

	REPORTS TO: 
	Housing Services Director

	SUPERVISES: 
	

	FLSA STATUS: 
	Exempt


POSITION PURPOSE:

 Assist with the coordination of efforts to meet and comply with SOS’ mission and values, required Federal and State regulations, contractual requirements, policies and procedures critical to a successful operation, high customer satisfaction and maintenance of funding/ revenue.  Coordinates internal monitoring activities that result in quality improvements and regulatory compliance.  Assists with the management of information systems by obtaining, organizing and recording program data.  The Quality Coordinator assists in the preparation for program audits.
ESSENTIAL DUTIES AND RESPONSIBILITIES:

1. Direct Services:

a. Assists with the training of SOS staff and subcontractor agency staff on continuous quality improvement and HMIS.

b. Assists in the monitoring of the quality management process and procedures and assure implementation of same.
c. Assists in identifying areas where changes may be made to simplify the collection, computation and reporting of program service information.

d. Assist in developing and implementing monthly program outcome evaluations.

e. Maintains all program related client files. 

2. Program Responsibilities: 
a. Compiles and/or develops routine (monthly, quarterly or annual and as needed) reports.

b. Tracks contractual deadlines and facilitates the timely submission of required documentation to funders.

c. Assists with the monitoring of contract and agreement requirements. 
d. Assists with preparation of contract and funder audit activities.
e. Assist with the recruitment and interview process for positions as requested.

f. Assists with the development of policies and procedures.

g. Assists in overseeing general office and building functions.  Responsible for the coordination of repairs, maintenance, and upkeep of the building and office supplies and equipment.

h. Performs special projects and other duties as assigned by supervisor.

i. Serves on committees and workgroups as assigned.
3. Community Relationships and Responsibilities:

a. Develop and maintain community alliances on behalf of designated consumer   population.

b. Participates in collaborative projects with agency staff, stakeholders, community organizations and contractors related to continuous quality improvement.
c. Act jointly with the Development Team in supporting and carrying out all agency/community functions.

d. Function as a representative of SOS at various community events as directed.

4. AGENCY RESPONSIBILITIES:

a. Actively support the SOS commitment to diversity in all areas and responsibilities

b. Uphold and ensure appropriate enforcement of all agency policies and practices
c. Participate in community relations and outreach tasks as directed and required
	BASIC QUALIFICATIONS:

· BA /BS, or equivalent, in relevant area plus at least one year of relevant experience required. 

· Experience with the development and/or maintenance of databases and tracking systems preferred.

· One (1) year human resources and/or office management experience preferred.

· Commitment to vulnerable populations a must. 
· Ability to work in a team environment, to put personal preferences aside for the good of the team and the consumers the agency serves
· Excellent written, verbal and organizational skills

· Proficiency in MS Word, Outlook, and Excel is required

· Demonstrated skills in typing, spelling, proofreading, English language usage, and developing and maintaining filing systems.

· Ability to work in a team environment, to put personal preferences aside for the good of the team and the consumers the agency serves

· Must have own transportation. Possession of Michigan Driver’s License in good standing that meets agency insurance standards is essential.

· A belief in the value of community volunteers and experience in utilizing volunteers is desirable.  

· Maintain compliance with the Substance Free Work Place Act, the Privacy Act and Federal, State, and local laws regarding professional standards of conduct.

	

	

	

	


I have read, understand, and accept my responsibilities as Quality Coordinator, as articulated in the above job description.  (Please sign and return to the Human Resource Director).




Employee’s Signature





Date

This description is intended to indicate the kinds of duties, responsibilities and the levels of work difficulty required of this position. It shall not be construed as declaring what the specific duties and responsibilities shall be. It is not intended to limit or in any way modify the right of the supervisor to assign and direct the work of employees under his or her supervision. The use of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of a similar kind or level of difficulty.

