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Rebuilding Lives for a Safer Community

JOB POSTING

	Facility
	State Office

	Posting Date
	January 29, 2010

	Closing Date
	February 12, 2010

	Job Title
	Quality Assurance and Training Manager

	Type of Position:              FORMCHECKBOX 
Full-time                                            

	Applicants can apply @ www.alstonwilkessociety.org by completing the online application and faxing to (803) 540-7223 or mail to: 3519 Medical Drive, Columbia, SC 29203,  Attn: HR

	General Description

	The QA & Training Manager, under the direction of the Director of Adult and Youth Residential Services, will be responsible for, at the minimum:  Conduct internal Quality Assurance audits.  Conduct frequent on-site visits to each program to ensure quality assurance and training requirements are met and maintained.  Assist with intake coordination and collaborating with agency referral sources.  Provide and maintain training and education to personnel.  Ensure proper client and clinical documentation is maintained to meet or exceed requirements.  Track daily client information systems.  Maintain current and updated client forms and written procedures as required.  Provide on-call emergency crisis services as needed and be available no less than 40 hours per week.  Travel to participate in internal and external audits as required.  (Day travel only.  Travel is reimbursed.)



	Minimum Qualifications:

	        Knowledge:

	· Community Resources and Services

· Clinical documentation and assessment

· Training techniques and training subject manner

	        Skills In:

	· Communicating effectively orally and in writing

· Use of Word and Excel programs

· Training, coordinating, and evaluating the work of direct care and support staff

· Managing support resources and needs

	education requirements

	· Master’s Degree in social services OR Bachelor’s Degree with a minimum of three years experience in a social services field 

	LICENSES AND CERTIFICATION

	· Valid Class 2 SC Driver’s License and proof of insurance

· Proof of education and credentials will be required for employment

	

	APPROVED BY:      S. Anne Walker, Executive Director

	EOE/AA











