
 
 
 

Job Description 
 

Job Title: Residential Coordinator 
Division: Residential 
Reports To: Coordination Team Leader 
EEO-1 Status: Service Worker  
FLSA Status: Non-Exempt (Hourly)  
Prepared By: Human Resources 
Prepared Date: November 9, 2007 
Revised Date: December 23, 2015 
 
This is a general outline of the principal functions of the position and shall not be construed as an all-inclusive description of 
all the work requirements that may be inherent in this position.  When duties and responsibilities change, this job description 
will be reviewed and is subject to changes based on business necessity.  This position may require the employee to work 
overtime as needed and approved by Clarity Care.   
 
The Residential Coordinator manages/supervises staff and the day-to-day operations of the group home(s).  They carry out  
responsibilities in the following functional areas: Community involvement, group home operations, consumer rights and care,  
state/county regulatory compliance, staff training, delegation, supervision, consumer life enrichment, and daily living  
activities.     
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 

1. Supervises, manages, delegates and performs duties relating to support, care, welfare, and training of persons with 
developmental disabilities and/or acute, chronic or long-term conditions.  

2. Manages the maintenance, licensing, and regulatory and procedural aspects of the home and maintains a sanitary 
and clean work area to ensure a safe, healthy, and welcoming environment. 

3. Coordinates, oversees, and manages one or two group homes. 
4. Leads group home meetings and communicates changes with the home, consumers, staff, and organization to 

ensure everyone is informed and updated.    
5. Leads efforts in hiring, retention, discipline, and termination processes to ensure qualified employees and adequate 

staffing.   
6. Takes responsibility to assess, develop, implement, revise, and monitor Individual Service Plans (ISP) and Support 

Services to ensure the proper care and treatment of consumers.   
7. Follows the Physician’s Plan of Care and schedules, directs, and completes all medical, dental, psychiatric, and other 

various appointments to ensure the health and wellbeing of the consumers. 
8. Supervises, delegates, and ensures all activities of daily living and personal cares as indicated in support plans, and 

as desired by the consumers, are carried out in a respectful manner. 
9. Advocates, enforces, and monitors the protection of consumer rights to ensure the proper treatment of consumers.   
10. Supervises, teaches and guides consumers in achieving hopes, dreams, goals and objectives through self-direction, 

decision-making, and goal setting. 
11. Adheres to and manages the group home financial budget, staff overtime, consumer finances, and all aspects of 

household operations to ensure good financial management. 
12. Prepares and serves meals by following general nutritional guidelines, menus, individual dietary restrictions, needs 

and preferences to ensure consumer health. 
13. Follows safety and regulatory procedures in all areas of food preparation, serving of meals, clean up and other 

related activities. 
14. Creates continuity, quality, and safety of services delivered in compliance with Federal and State laws, regulations 

and company policies.  
15. Assists, monitors, and documents medication administration to ensure consumer health and compliance with 

Department of Human Services, Care Management Organizations, and Clarity Care policies and procedures. 
16. Works and responds to staff shortages, behavioral incidents, and emergency situations when necessary to ensure 

the proper functioning of the home and the health and safety of all parties involved. 
17. Ensures continuous information exchange between staff, case managers, guardians, family members, funding 

agencies, and service providers. 
18. Leads by example, communicates expectations, provides trainings, support, and continuously evaluates, directs, and 

coaches staff performance and development through meaningful feedback to meet the needs of the employee, 
consumers, co-workers, and organization.   
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19. Assists, escorts, and provides physical and other types of assistance needed by consumers during social and 
recreational activities. 

20. Provides opportunities sensitive to the needs, preferences, and choices of the consumers while promoting 
community recreational participation. 

21. Maintains, processes, updates, and communicates without delay all open hours/positions to Administrative 
Coordinators, Human Resources, and Residential Schedulers, to fulfill consumer, company, and staffing needs.  

22. Completes and submits all paperwork timely to include, but not limited to: change notices, PTO slips, performance 
appraisals, termination paperwork, timecards, in-house training packets, units of service, charge card expenditure 
logs, and company vehicle mileage logs.      

23. Possess physical aptitudes and capabilities that will enable performance of the job to include: ability to stoop, stand, 
pull, push, hear, see, kneel, walk, grasp, reach, talk, and lift at least 35 pounds.   

24. Schedule employees to fill staffing vacancies, meet consumer/client needs and to maintain staffing requirements, i.e., 
with call-ins, picked-up shifts, and arrangement of hours.   

25. Communicate open hours to employees, management staff, and other scheduling staff in efforts to ensure adequate 
staffing. 

26. Assist with on-call responsibilities for evenings, weekends, and holidays on an established alternating schedule or 
needed basis. 

27. Work cooperatively with direct care staff and other management working towards meeting overtime reduction goals.  
 
General Employment Conduct & Responsibilities 
 

1. Promotes and encourages the organization’s mission, vision, values, and philosophy. 
2. Adheres to the organization’s code of conduct, standards, policies, procedures, and appropriately brings to 

management’s attention actual and potential violations.    
3. Acts with integrity and maintains a professional image within the organization and throughout the community. 
4. Acts as a team member within the department and organization to assist in accomplishing goals and objectives. 
5. Maintains good attendance on the job and attends continuing education, training and meetings as scheduled. 
6. Cooperates with supervisors and all levels of management involved in evaluating, delegating, and improving 

performance.  
7. Exercises good judgment, decision making, and regard for safety within all aspects of performing job duties. 
8. Communicates effectively, efficiently and ensures all information is transmitted appropriately. Understands, gives, 

reads, and follows written, verbal, or demonstrated instruction.    
9. Appropriately requests and extends assistance, learns, prioritize tasks, independently assess situations, problem-

solves, multi-tasks, and appropriately respond to challenges. 
10. Achieves expected outcomes to meet organizational goals. 
11. Performs all other duties as assigned. 

 
Education/Qualifications 
 

1. Possess an Associate degree or higher in a health care related field; or a Bachelor’s degree in a field other than 
health care, and one year experience working in a health care related field having direct contact working with and 
teaching persons with developmental disabilities or posses a valid nursing home administrator’s license. 

2. Prior supervisory experience strongly preferred. 
3. Must be at least 21 years of age. 
4. Must possess a valid WI driver’s license, auto insurance, and the ability to meet agency driving standards. 
5. Must pass a periodic WI Caregiver Background Checks including Department of Justice Criminal Record Checks, 

and/or that of previous states of residence. 
 
Working Conditions 
 
Residential Coordinator provides services in diverse environments to include residential, vehicles, day services, office 
settings and community situations.  There may be exposure to loud noises, verbal and/or physical aggressive behavior, 
second hand smoke, body fluids, basic home care chemicals, household appliances, as well as food preparation risks such 
as use of sharp objects or high temperatures in ovens and stoves.  Consumer may exhibit verbal and/or physical aggressive 
behavior or require assistance or total care in completing personal cares. 
 
 
_________________________________________   _____________________ 
Employee/Applicant’s Signature     Date 
________________________________________   _____________________ 
Agency Representative’s Signature     Date 
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