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JOB DESCRIPTION
Family Support Specialist Birth to Five


· QUALIFICATIONS:

· Good oral and written communication and interpersonal skills
· Competent attention to detail and thoroughness of data
· Proficient in MS Office applications including Microsoft Word and Power Point. Also, able to use Zoom and Social Media platforms.
· Ability to travel and have own transportation in the Philadelphia area.
· Able to prioritize, organize, meet deadlines, and multi-task.
· Strong team player and collaborator
· Comfortable and confident working independently
· Understanding of Early Intervention, the Philadelphia BHIDS and Office of Developmental Program Waiver System.
· Extensive knowledge of the Early Intervention and preschool resources in Philadelphia.
· Thorough understanding of the challenges and experiences of family members of individuals with Autism and/or Developmental Disabilities
· Successfully complete Trauma Training Course offered by Lakeside Global Institute and other trainings as assigned by the Program Manager.


1. AUTHORITY BOUNDARIES:

Reports directly to Family Supports Manager.   PA Family Network Director oversees this Program.

1. OBJECTIVES:

· Provide peer to peer support and assistance to Philadelphia families of young children aged birth to five who are being assessed for or recently diagnosed with Autism and/or an Intellectual or Developmental Disability.





· KEY RESPONSIBILITIES:


· Complete the Trauma course offered by Lakeside Global Institute and other trainings as assigned by the Program Manager.
· Connect with Philadelphia families of young children aged birth to five who are being assessed for or recently diagnosed with Autism and/or an Intellectual or Developmental Disability and obtain their consent for support.  Once the family has consented:

· Complete the Department Intake Form.
· Discuss the challenges they are facing and stress that they are feeling due to the diagnosis.
· Direct them to resources (literature, workshops etc.) that help with caregiver stress and grief. 
· Explain how to navigate the Philadelphia IDS system.  Discuss barriers and how to get proper answers to different circumstances that may arise.
· Connect families to the PA Family Network so they may learn about the Principles of Charting the Lifecourse and various other Workshops they offer.
· Assess if a family appears to need individualized clinical counseling.  If so, send all pertinent information to the Program Manager who will determine if they should be referred to a Licensed Clinical Counselor.

· Keep detailed documentation of support provided through use of Excel Tracking Sheets and Encounter forms in Microsoft Word.
· Assist in facilitating various Zoom meetings to include Support Groups for Caregivers hosted by VFE Staff and other contractors.  
· Assist with delivery of trainings.  This may include collaborating with the development Power Point presentations and other resource materials for Birth to Five families as determined by the Director and Manager of the Program.
· Performs other duties as related to the overall enhancement of the Agency as directed by the Program Manager and Director
· Abide by all policies of employment of Vision for Equality as defined in the employee handbook and organizational policies and procedures.

The preceding job description has been designed to indicate the general nature and level of work performed by employees within this classification. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications required of employees assigned to this job.

I have read the above Job Description and understand all my duties.

Employee Signature__________________________________Date________________

Supervisor Signature _________________________________Date________________
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