Senior Living Systems, Inc. and SC, Inc. , A New Mexico Non Profit Corporation   

P.O. Box 7207, Albuquerque, NM 87194
505-865-8813
Title: Care Coordinator  

Qualifications: 2 year experience in health care or equivalent education preferred, ability to provide direct resident care in activities of daily living, ability effectively communicate verbally and in writing, ability to work effectively within a team concept, CAN training preferred
Hourly Wages:  $9.00 - $12.00  per hour based on experience and education

Job Responsibilities:

Personal Care

Health Care

Medication Assistance

Documentation

Emergency Response

Entitled to two fifteen minute breaks.

All staff must read pass-on-book and progress notes at the beginning of all shifts, verbal report to oncoming shift
Assist with all tasks as outlined on the Resident Care Attendant job description with additional coordinator activity including but not limited to:

Personal Care

Contact and Discuss all personal care issues with families and physicians as identified


Intervene with residents that pose difficulties in the residential home 


Work with each resident to identify special areas of need and attention
Health Care


Contact families and physicians on all health care issues


Reorder all medications and medical supplies as needed


Work with families and residents to establish individual service plans

Review medication assistance records to ensure attendants are documented correctly and all changes or orders are accurately documented

Complete weekly narratives in progress notes


Review and ensure that all progress notes are completed accurately


Make appropriate referrals to health care professionals as needed


Make physician appointments and schedule transportation as required
Cleaning Schedule

Ensure that the home is kept clean and that each resident room is maintained 

Ensure that each resident’s clothes are marked and laundered with care and consideration

Report all cleaning concerns to administration

Food Service
Assist with special diet requests and ensure that food service is meeting each residents needs

Monitor and record resident intake and output as directed by physician/or health care professional

Identify and concerns or problems with residents ability to maintain proper nutritional intake and report all concerns to family, physician and administration
Documentation
Review all documentation systems and ensure that all attendant staff are documenting accurately
Responsible for filing all community incident reports

Responsible for processing all time cards for resident attendant staff

Monthly review of all resident’s chart to ensure compliance

Weekly quality assurance review with each resident to discuss concerns and problems

Physician visit forms must be sent on all physician visits

Physician phone call forms completed on all calls to physicians.

Home health care visits forms for all professional home visits

Pass-on-book for general information 

Emergency Response
Responsible for the general whereabouts of all residents, check hourly for assistance.

Respond to all emergencies as outlined in procedures
Fill out all appropriate forms
Conduct monthly fire drills

Provide emergency coveage for all staffing problems and/or medical emergencies for residents
Ensure compliance with State Regulations
Assist with client assessment as needed

Conduct monthly staff meetings with all attendants

Attend monthly management meetings as schedules

Attend training as scheduled
TB certificate required

Assistance with Medications and First Aid required

Valid Drivers license and driving record must be on file if providing transport

This position requires you to:

Transfers and physically assist residents (must be able to lift 50Lbs.)
Stand, stoop and be on your feet for long periods of time

Communicate effectively in wilting and verbally

Demonstrate effective problem solving and leadership skills

Remember that job descriptions are guidelines to ensure that specific tasks are completed. Each staff person is responsible to ensure the safety and welfare of the residents, to maintain the cleanliness of the home and to make the lives of our residents peaceful and pleasant.
