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JOB CODE SERIES: Human Service Series
JOB CODE TITLE:  
HUMAN SERVICE SUPPORT UNIT SUPERVISOR
HRIS TITLE:

HUM/S SUPP UNIT SPV
PRIVATE 
WORK DESCRIPTION: Supervises a centralized homemaking or day care support unit engaged in either a variety of in-home client services as requested by caseworkers or the redetermination of eligibility for day care services; assigns work to subordinates; resolves difficult problems presented by subordinates; writes reports, records and memoranda; may recruit, screen and train temporary staff.

WORK ACTIVITIES: devises a schedule of work or itinerary, agenda or timetable for subordinates on a daily or weekly basis, within a work unit.

Directs, instructs, explains and counsels subordinate workers in carrying out a variety of tasks.

Reviews work products or achievements of subordinate workers; evaluates work and formulates plans for improvement.

Problem solving:  resolves problems and questions presented by subordinate workers regarding work methods and processes.

Reads and reviews intake materials before assignment to working unit.

Compiles information for and writes periodic reports on activities of a work unit.

Gives and receives information requiring considerable judgment and authority regarding current and specific business of the work unit by telephone or direct contact.

Reads, examines and reviews reports prepared by subordinate workers:  makes corrections, adjustments, raises questions, routes back to writer or approves.  
Determines materials and supplies required to fill routine needs of the work unit by examination of need and availability of materials, comparison of alternatives, and calculation of cost and supply priorities.

Work load or achievement projection:  as a planning device, gathers data on work load or service load over designated period, then, making adjustment based on calculated estimates, projects same figures for future period.

Maintains record of time worked on various aspects of a program, and codes each for charging time/salary to designated program or sub-program.  

Logs or records all work flowing into the work unit, processed, or flowing out, in order to have accurate history of work or work performed.

Reads incoming correspondence, memoranda or reports; plans and formulates response, subsequent action or routes to files or other destination.

Confers with superior, presenting and resolves difficult problems or questions, discussion plans and actions to be taken, making decisions.

Performs related work as required..
SUPERVISION: Works under general supervision of an off-site superior, exercising discretion and independent judgment within established policies and procedures.

WORK RESULTS/PRODUCTS: Functioning work unit; services provided to clients; advice or information provided to subordinates, caseworker staff or agency clients; written reports, records, forms and memoranda.

RESPONSIBILITY: For the timeliness and quality of work products, effectiveness of work unit and accuracy of performance reports.

AUTHORITY: To authorize client services provided by subordinates, assign work to and evaluate performance of subordinate staff.

KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of:  social service delivery systems utilized in the work system; State and Federal statutes and laws governing the area of assignment; the needs and responses of agency clientele; policies and procedures established for the work system; the principles and practices of work leadership and management.

Ability to:   apply the principles and practices of work leadership and management; communicate verbally and in writing; interpret, analyze and evaluate data; establish and maintain work relationships with agency clients.                           

