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BENTON COUNTY POSITION DESCRIPTION 
 

CLASSIFICATION BAND GRADE SUBGRADE FLSA STATUS 
Program Manager C 4 3 Exempt 
POSITION TITLE:  Team Coordination Manager POSITION#:  
☒New     ☒Revised    Date: 6/5/2022 
SERVICE TYPE:  NON-REP MANAGEMENT 
Employee 
Name: 

 Department: Health 
Department 

Supervisor: DD Division Manager 

FTE:  1.0 Employment Status:       Regular Full Time 
 

Position Summary:   

This position is responsible for the management, coordination, and evaluation of the Developmental 
Diversity team. Provides oversight for the coordination of services. Liaison with community, county, and 
state partners as needed.    

 

Essential Duties:   

No. Major Functional Area (MFA) % of Time 
1 MFA: Program Management 

Essential Duties: 
 Ensure compliance with expectations and requirements for training and performance of 

staff. 
 Ensure staff have knowledge of best practices for accessing services, supports, and 

resources available for people we serve. 
 Monitor and support services coordinator work with check ins, chart reviews, and 

collaborative work and support to ensure and improve quality of services coordination. 
 Support person-centered practices and self-determination in our services. 
 Ensure support for continuity of services when regular staff are unavailable due to 

illness, vacation, leave, scheduling conflict, or position vacancy. 
 Advocate for policy and practice for improvements to services and systems. 
 Participate in the development and lead implementation of operational policies, 

projects and strategies for the DD Division. 

60% 

2 MFA: Service Coordination Operations 
Essential Duties: 

 Manages and oversees the day to day operations of the Developmental Diversity Team 
and assists the director with a variety of related activities. Provides supervision of 
assigned staff, including prioritizing and assigning work; conducting performance 
evaluations; ensuring staff are trained; ensuring that employees follow policies and 
procedures; maintaining a healthy and safe working environment; and making or 
overseeing selection, termination, and disciplinary decisions. 

 Oversee implementation of quality assurance initiatives with services coordinators.   
 Serve as program liaison for coordination and planning with county and state. 
 Serve as centralized point of contact and connection for services coordination issues 

and concerns for community organizations, providers, schools, families, and others. 
 Assure health and safety of supported people system-wide. 
 Develop data collection systems, analyze relevant data, and respond to data requests. 
 Evaluate and make recommendations in needs for capacity and areas of improvement. 

40% 
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 Ensure equitable access, support, and response by DD Division. 

 And other duties as assigned.  
Percentages should total 100% 100% 

 

Special Requirements: 

N/A 

Physical Requirements: 

Physical Demands 
While performing the duties of this job, the employee is regularly required to stand, walk, move, talk, hear, and 
manipulate equipment, as well as lifting and moving objects, equipment and supplies.  The employee must 
occasionally lift and/or move up to 25 pounds. Lifting up to 40-50 pounds may occasionally be required, depending on 
the specific style or type of care provided. Specific vision abilities required by this job include close vision, depth 
perception and ability to adjust focus.  
 
Work Environment 
The employee works in well-lighted, clean environments. The noise level in the work environment is quiet to 
moderate.  Constantly interacts with other people and may have to handle several responsibilities at once. Most full-
time services coordinators work a regular 40-hour week. However, many services coordinators work part time.    
Check the following that applies to this position:  The employee may occasionally: ☒ work with angry or hostile 
clients or members of the public, ☐ work with toxic substances and biohazards, and ☒ exposure to infectious 
illnesses. 

 

Emergency Preparedness:   

Benton County is committed to emergency preparedness planning and implementation, and disaster recovery.  In the 
case of a Health Department, County, State, Federal or other emergency or disaster, this position may be called upon 
to assist in responding.  This may require the assignment of additional responsibilities, depending on the 
circumstances. These responsibilities could include unscheduled temporary changes in work schedule and/or work 
duties, including evenings and weekends, work relocation, overtime, working with other community agencies such as 
the local Fire Department, hospitals, the Red Cross and other emergency responders.  The ability to be flexible is 
critical in our overall response to the emergency or disaster.   Under Emergency situations this position may be called 
in to work, supporting Administration in regular duties or other work as assigned.  Per County personnel policy, this 
position may be included in the agency's essential personnel for emergency/disaster response. 

 

Quality Improvement Participation:   

Employees are expected to participate in improving BHS’ performance, processes, and programs through quality 
improvement activities, use of the PDSA model and participating on QI teams as assigned.   

 

NOTE:  The above job description is intended to represent only the key areas of responsibilities; specific position 
assignments will vary depending on the business needs of the department. 

Employee:        Date:   

Immediate Supervisor:       Date:   


