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	Job Title
	 Bilingual Service Coordinator

	Program
	Arizona Early Intervention Program (AzEIP)

	Location
	2830 W.  Glendale Avenue, Suite 28, Phoenix, AZ 85051

	Reports to:      
	
	Title:  Program Director
	

	

	Benefits:
X    Yes
 |_|  No
	Pay:
X  Salary
|_| Hourly

	Type of position:
[bookmark: Check3]X    Full-time
|_|  Part-time
|_|  Seasonal

	Hours_37.50_/ week
|_|  Exempt
X    Nonexempt

	

	General Description

	The Service Coordinator provides services to families with children who have developmental delays or disabilities.  This includes facilitating the initial planning process for children and families referred to AzEIP and providing ongoing service coordination to eligible children and their families.  The Service Coordinator assists families access early intervention supports and services in a coordinated and timely manner.  







	Sumary of essential job functions

	· Conducts intakes and screenings for every child referred

·      Coordinates the process of evaluations and assessments to determine  initial and on-going eligibility 

·       Participates in the development of the initial IFSP

·       Provides on-going contact and support to families and children during on-going service delivery and during transitions in service delivery 
  
·      Facilitates 6 month reviews and annual evaluations of IFSP and transition plans

·      Coordinates and monitors the delivery of available services

·      Coordinates services with community resources, medical and health providers

· Informs families of the availability of advocacy services

· Attends and participates in weekly Team Meetings, agency  staff meetings and trainings

· Participates in CQI activities.

· Other duties as requested.



	





requireMents

	· Bilingual language and writing skills required     
        
· Bachelor’s Degree  in human services or closely related field

· Must be willing to complete required AzEIP Standards of Practice within three years of employment 

· Must be able to communicate clearly both orally and in writing

· Must have knowledge of community resources and family centered practice

· Adheres to agency policies & procedures

· Meets department performance/productivity standards
· Must be eligible and able to obtain a fingerprint card
· Must be certified in CPR/First Aid
· Must have valid driver's license, insurance and vehicle


	ability requirements

	  •     Office and client home based work with frequent sitting, standing, writing and computer usage 
  •     Must be able to climb stairs and move through a facility and a home 
  •     Moderate reaching, bending, stooping kneeling or crouching 
  •     The position includes interaction with children that could include picking up a child as heavy as 40 pounds 
The nature of the position involves a fast paced working environment with multitasking of many different duties and tasks. General daily priorities may change at a moment’s notice and the position requires quick response time and flexibility.

	Approved by
	
	Title
	



	Employee name
	

	signature
	


Disclaimer
The above statements are intended to describe the general nature and level of work being performed by people assigned to this classification. They are not to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified. All personnel may be required to perform duties outside of their normal responsibilities from time to time, as needed.
Any offer of employment is contingent upon drug test and fingerprint clearance.
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