POSITION CLASSIFICATION QUESTIONNAIRE

Department:  

Incumbent:   

Work Schedule/Location:   

Working Title: 
SOCIAL SERVICES SUPERVISOR
Immediate Supervisor/Title:  SOCIAL SERVICES DIRECTOR
Position Summary (briefly describe the general purpose of the position)

Assist the Director of Social Service in the daily administrative duties, supervisory and professional social services work in directing the activities of the hospital's social services department.  

Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

Assist in the planning and direct the scope and emphasis of all programs in the social services department in accordance with accepted medical social work practices and within established guidelines of hospital policies. Confer with Senior Administrative Directors, medical staff, and department managers in planning and developing a variety of hospital social services programs, policies and procedures; assist in developing hospital policies relative to social agencies in the community. 
Assist in the planning, recommend and administer departmental budget and physical and staff requirements within established hospital policies, practices and procedures; make periodic recommendations for increases or changes. Administer personnel policies of social service staff; select, train and terminate employees in accordance with performance standards of hospital administration; counsel with hospital officials concerning impact of policy changes upon personnel and department operations. Plan, evaluate and interprets statistical, narrative and analytical reports to reveal department's services and needs; compose department's procedure manual. 
Participate in community planning regarding health and social services in relation to hospital program; promote coordination and cooperation of other agencies and local officials. Supervise and direct the work of the social services staff; evaluate performance including transactions with patients, physicians, and families insuring that all service referral forms are properly completed and maintained, and counsel employees concerning performance and development. 
Arrange for child adoption services and foster home placements; provide professional counseling and arrange placements for neglected or emotionally disturbed children; arrange for placement in nursing homes and rest homes and provide follow-up services for the aged and disabled. Attend conferences with other public or private agencies and professional meetings to interpret public service programs and to plan for cooperative services. Initiate referrals for emotionally ill, alcoholic and drug abuse patients to appropriate agencies and provide necessary follow-up services; assist patients and relatives in understanding, accepting and executing medical recommendations. 
Communicate department information and statistics regarding general activities to various internal departments and appropriate external agencies in terms of coordinating functions and referrals. Provide professional counseling services to patients and families regarding programs, procedures, qualifications and treatment for social-legal problems; provide counseling and guidance to patients in applying for financial or medical assistance. Develop, implement, and evaluate data from the quality assurance activities in the department; gather or coordinate the gathering of the data used in the quality assurance activities. 
Review department performance in relation to established goals, implement changes to effect continual improvement in services provided; and assure compliance with regulatory and legal requirements. Demonstrate cultural and age sensitivity in daily encounters and treat patients with care and compassion. Patient population includes neonates, infants, toddlers, preschoolers, school age, adolescent, young adult, middle adult and older adult age groups. Perform related duties as required.  

Position Directly Supervises/Leads (name/title) 

Decision Making:   

Budget Responsibility: 
Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)
 

Accountability (direct responsibility for outcome of projects or decisions made) 

Thorough knowledge of hospital social service principles, techniques and practices and their application to specific casework and community problems. Thorough knowledge of governmental and private human service organizations and resources in the community. Thorough knowledge of the laws, regulations and policies which govern the hospital social services programs. Thorough knowledge of behavioral and socio-economic problems and their treatment. Considerable knowledge of the standards of medical social practice and education and current research activities and developments in related professional fields. Considerable knowledge of management and supervisory techniques. Skill in the professional counseling techniques and procedures dealing with all ages and socio- economic levels. Ability to organize, plan and administer a broad and integrated program to meet hospital and community, health and social services needs. Ability to manage and promote the activities of the department and to supervise and train social services employees in functional areas of the program. Ability to express ideas clearly and concisely in oral and written form. Ability to establish and maintain effective working relationships with administrative personnel, patients, relatives, internal hospital departments, other employees and religious, medical, social and community organizations.

Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)

Bending  (%)______Standing  (%)______Walking  (%)______Eyesight  (%)______
Hearing  (%)______Driving  (%)_______Speaking  (%)_____
Repetitious Movement  (%)______
Lifting, weight lifted______

Lift to: waist, _______chest, _______above head_______

Exposure To Harsh or Extreme Conditions (chemicals, cleaning agents, blood and body fluids, extreme temperatures)

Equipment Used In Position (type and percent time)

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

  Ability to Follow Oral Instruction, Read and Write

  High School, GED or formal educational equivalent

  Baccalaureate Degree, Major: Bachelor’s Degree in Social Work or related field
 Advanced Degree, Type/Major:    Masters Degree in Social Work, or a Masters Degree in a related field preferred.
 Professional License/Certification: MACROBUTTON NoMacro [Click here and type name of license/certification]
  Work Experience, (Length of Time, General and Directly Related)   Two years of social work experience in the health care field to include at least one years in a supervisory capacity; or an equivalent combination of education and experience.

I have participated in the review of my job and agree with the above description.

Yes_____No_____Comments_________________________________________________________________________________

Required Signature____________________Date________________________________________________________________

As supervisor of this position, I have participated in the review and agree with the above description.

Yes_____No_____Comments________________________________________________________________________________

Required Signature____________________Date_______________________________________________________________



