
Submit Resume and Cover Letter to our Human Resources Department at:
Greene Arc, Inc. | 197 Dunn Station Road | Prosperity, PA 15329

OR kthompson@greenearc.org | (724) 627-5511, ext. 121

NOWNOW

Hiring!Hiring!
This is a full-time position that will be responsible for coordinating all medical and health care
needs and attend psychiatric medication checks and appointments as deemed necessary by the
Residential Program Director. This person will be responsible for staff schedules, coordinating
coverage for staff call-offs, staff discipline, staff evaluations and act as a liaison between staff and
the Residential Program Director.

RESPONSIBILITIES:

Attend and participate in annual program plans
and multidisciplinary team meetings
Coordinate staff meetings and attend weekly
residential administrative meetings
Assist in the development, implementation
and monitoring of individual habilitation plans
for residents
Counsel program clients on routine problems
Ensure the safety and health of residents at
all times
Monitor and review house budgets, grocery
records, vehicle mileage records and
expenditures to keep in line with agency budgets
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EXCELLENT BENEFIT 
PACKAGE AFTER 90 DAYS

100% PAID:
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Communicate to staff effectively scheduled
mandatory trainings and monitor staff’s
compliance with the minimum 24 hours of annual
training
Report and be accountable to the Director of
Residential Services for all responsibilities and
assignments as Supervisor
Review, evaluate and sign performance
evaluations for controlling leave time, assigning
and scheduling work, training of staff and
participate in disciplinary measures
Comply with on-call schedule coverage to resolve
crises and assure the safety and health of
individuals at all times

MINIMUM QUALIFICATIONS:

Accredited State High School diploma or GED
required. Online diploma must meet the
requirements of the PA Department of Education
Experience in the Human Services field required
Medical knowledge/background preferred
Supervisory or leadership experience preferred

Valid Driver’s License and clean driving record for
the past 3 years
Must pass Child Abuse, FBI (fingerprinting) and
Criminal Background clearances
Pre-hire and bi-annual physical and Mantoux
TB test

EOE
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