EMPLOYEE’S NAME ______________________________________

Date ____________

MASONIC VILLAGE
POSITION DESCRIPTION/PERFORMANCE REVIEW
Position Title:


Child Care Worker



FLSA Status:




Departmental Title:

Children’s Home



Know How:




Problem Solving:  



Supervisor’s Title:
Director of Children’s Services


Accountability:  



Job Number:  




I. POSITION OBJECTIVE
To provide nurturing care, supervision, guidance, and discipline to the children in our care.

II. BEHAVIORAL COMPETENCIES
Performance Key: 5= Exceptional, 4=Above Expectations, 3= Solid Performance, 2= Improvement Needed,

1= Unsatisfactory
 
A.
ACCOUNTABILITY
Is the demonstrated ability to take responsibility and ownership for the outcome of all actions, decisions, and problem solving with particular emphasis on customer satisfaction, quality, safety, productivity and attendance.  Accountability is further demonstrated in the safe and prudent use of materials and equipment; meeting or exceeding organizational/departmental deadlines; and the identification, analysis, and development of multiple solution(s) to problems.  Accountability is also demonstrated by personal conduct in adherence to the Mission, Values, and Code of Conduct of the Masonic Villages.

 
B.
COMMUNICATIONS

Is the demonstrated ability to exchange ideas and information in a timely, concise, effective, and interpersonally appropriate manner in both oral and written forms.  Interpersonal communication includes, but is not limited to facial expressions, gestures, body language and tone of voice.  Communication is further demonstrated through effective listening skills and behaviors; consistent with respectful behavior toward others, and recognition of others’ contributions and actions.  Effective communication includes a variety of styles and situations that produce positive outcomes within the organization.  Timely communication includes oral and written reports consistent with established timeframes.  Effective listening is a willingness to listen, process and retain information.


C.
CUSTOMER SATISFACTION:
Is the demonstrated ability to develop mutually beneficial relationships with both internal and external customers.  This competency is effectively demonstrated by ensuring quality of life, respect for the individual and quality service for all customers in a consistent and genuine manner at all times, as stated in the Mission of Love Values.  It is further demonstrated by the ability to anticipate, respond with creativity and enthusiasm, and to meet or exceed our customers’ expectations.


D.
GOAL ORIENTATION:
Is the demonstrated ability to understand the departmental and organizational goals and to effectively prioritize and perform work responsibilities in a manner which best achieves those goals.  The competency is further demonstrated through continuous self-improvement and a commitment to change.  It is further demonstrated in setting quality, daily, short-term, and long-term goals.  Commitment to change is demonstrated by encouraging staff flexibility, acceptance of program, process, and service changes.  Self-improvement is seeking educational opportunities, identifying self learning needs, sharing learning gained with co-workers, and making an investment of personal time in the effort of improving self.

 
E.
RESPECTFUL BEHAVIOR
Is the demonstration of actions and behaviors which contribute to creating an environment where all individuals are treated with compassion, equality, fairness, and dignity.  It is further demonstrated by using appropriate judgment and discretion regarding confidentiality with co-workers and customers.  Personal control is an element of respectful behavior that is demonstrated by maintaining composure, poise, and emotions in challenging situations in the company of others.

 
F.  
ROLE MODEL
The demonstrated ability to model the Masonic Villages’ mission, values, and ethical standards to co-workers.  Performs work responsibilities in an effective, timely, and efficient manner, and often takes the initiative to do more than is required within essential job functions.

 
G.
TEAMWORK
The demonstrated ability to work toward a common goal or shared purpose by cooperating, collaborating, and partnering with others.  Exhibits respectful and partnering behaviors by promoting friendly and positive behaviors to accomplish departmental and organizational goals.  Acknowledges co-workers’ ideas, assistance, opinions, and feedback.

III. PROFESSIONAL COMPETENCIES

Performance Key: 5= Exceptional, 4=Above Expectations, 3= Solid Performance, 2= Improvement Needed,

1= Unsatisfactory
____
1.
REGULATORY REQUIREMENTS

The demonstrated knowledge of Department of Public Welfare and Masonic Children’s Home regulations concerning the supervision of children.

____
2.
DATA TRACKING

The demonstrated knowledge and skills required for completing the documentation necessary to maintain accurate records for the children including medication administration.

____
3.
NETWORK COMMUNICATION

The demonstrated knowledge of basic communication skills to record daily activity and communicate with child acre workers, tutors, and administration through the use of computer folders, logs, and groupwise account.

____
4.
DEPENDABILITY

Reports to work for assigned shifts according to posted schedule or special requests.  Meets standards by not exceeding 3-5 absences/occurrences.

IV. ESSENTIAL FUNCTIONS

Performance Key: 5= Exceptional, 4=Above Expectations, 3= Solid Performance, 2= Improvement Needed,

1= Unsatisfactory
____
1.
Establishes and maintains good rapport and credibility with children in our care. Has close personal interchange with children. Maintains appropriate boundaries and professional relationship.

____
2.
Manage living units and provide a home-like environment for children’s cottages. Reports cottage needs and maintenance items.

____
3.
Accountable for children’s whereabouts, participates in and supervises all children’s activities in daily living including work, recreation, church and study

____
4.
Maintains positive communication with families, volunteers, college students, professionals, alumni, employees, and visitors in person and through telephone contact.
____
5.
Models good decision-making responsibility, communication, planning, and related activities.

____
6.
Assumes duty shifts according to schedule.

____
7.
Performs housekeeping duties such as cleaning, laundry, cooking, and filing.

____
8.
Completes required paperwork including children’s savings accounts, clothing shopping accounts, ISP’s, food orders, whereabouts charts, medication logs, fire charts, incident reports, allowance charts, visiting forms, vehicle logs, insurance forms, sign out forms, transport charts, calendars, study logs, receipts for shopping and activities.
____
9.
Maintains good communication with other staff through written or oral exchange of pertinent information through overlap meetings and the log.

____
10.
Trained in the use of  passive restraint concepts, uses preventative techniques to deescalate behavior, enforces routine and guidelines, assigns appropriate consequences, and reports incidents.

____
11.
Attends scheduled staff meetings, cottage meetings, educational meetings, team meetings etc.

____
12.
Transports children to appointments, shopping, work, school, church, and recreational activities.

____
13.
Understands and consistently follow through with procedures and policies established by the supervisory staff.

THE OVERALL PERFORMANCE SCORE IS (Please circle one)

5 = Exceptional

4= Above Expectations

3= Solid Performance

2= Improvement Needed

1= Unsatisfactory
V. KNOWLEDGE / EXPERIENCE REQUIREMENTS
1. Qualified by certification of Act 33.

2. Must meet the Department of Public Welfare required 40 hours of annual in-service training to include First Aid, CPR, Fire Safety, and the Heimlich Driving, Masonic Village, Resident Advocacy, and Medication Administration.

3. Must possess a current motor vehicle operator’s license from the state of Pennsylvania.

4. At least 21 years of age, high school graduate or equivalent with one year experience involving the supervision of a group of children or experience of a practical nature with children.  Preferred training through graduation from a four-year college or university, majoring in social work, sociology, education, or a related field.

VI. PHYSICAL JOB REQUIREMENTS
See attached Physical Job Requirements Checklist
VII. APPROVALS
A.  POSITION DESCRIPTION

Name (Please Print)




Signature




Administrator                                 






Title






Date

Name (Please Print)




Signature




Department Director                        




 
Title






Date

The above is intended to describe the general content of and requirements for the performance of this job.  It is not to be construed as an exhaustive statement of duties, responsibilities or requirements.
B.  PERFORMANCE REVIEW
Supervisor Reviewed
Name (Please Print)




Signature




Title






Date

Employee Reviewed
Name (Please Print)




Signature




Title






Date

1

