2021 PROGRAM SPECIFICATION

Goodwill Industries of Southeastern WI











PROGRAM #:
120
STANDARD PROGRAM: ADRC Receptionist




TARGET POP:
Disabled Adults















Elderly

   YEAR: 2021

UNITS
:  Actuals

CLIENTS:  N/A


ALLOCATION:
TBD
UNIT DEFINITION:





Actual Expenses
GEOGRAPHICAL AREA TO BE SERVED:

Racine County
DAYS/HRS OF SERVICE AVAILABILITY:

Monday – Friday 8:00am – 5:00pm
MINIMUM STANDARDS:

Provider must agree to comply with the following terms and conditions:


-
Standard contract language


-
Certification standards where applicable


-
Fiscal and program reporting criteria


-
Allowable Cost Policy


-
Audit criteria


-
Policies and procedures as defined in Racine County Human Services Department Contract Administration Manual


-
Maintain adequate liability coverage


-
Civil Rights/Affirmative Action Policies


-
Criminal background checks for staff


-
Drug screening, driver’s license checks and reference checks


-
Human Resources Condensed Policy Manual for Student Interns, Volunteers, Temporary Agency and Contracted Staff.


-
Payment of all wages, payroll taxes, worker’s compensation, social security, federal and state unemployment insurance and any and all other federal and state taxes relating to the staff


-
Fair Labor Standards Act


-
Withholding payroll taxes, paying unemployment insurance, worker’s compensation and social security contributions


-
Complete performance evaluations and discipline and maintain employment records


-
Recognize that authorization for services is approved by Racine County Human Services Department.


-
All informational materials (program descriptions, brochures, posters, etc.) must identify it as a RCHSD program through the use of a standardized RCHSD format provided by Racine County.


-
The program must be identified as a RCHSD program in all public presentations and media contacts/interviews.


-
All Provider external vacancies shall be advertised on JobCenterofWisconsin.com and Indeed.com

PROGRAM DESCRIPTION:

Vendor shall provide 1 FTE contracted staff and payrolling services for the following positions:

ADRC Receptionist
BASIC FUNCTION:
Serves consumers by greeting, welcoming and directing them appropriately, notifies staff of visitor arrivals, maintains security and telecommunications systems and notifies supervisors of any challenges to the system.  Answers and responds to all incoming Nutrition cancellations and new starts.
ESSENTION JOB FUNCTIONS:
1. Welcome visitors by greeting them in person or on the telephone, answering or referring inquiries.
2. Directs visitors by maintaining employee and department directories and giving instructions.
3. Maintains telecommunications system by following manufacturer’s instructions for house phone and console operations.
4. Maintains safe and clean reception area by complying with procedures, rules and regulations.
5. Contributes to team effort by accomplishing related results as needed.
6. Faxes all starts and cancelations to nutrition office.
7. Makes nutrition appointments for all new starts and enter appointments into data base.
8. Answer phones as calls come in.
9. Communicate with Nutrition staff any changes on a day to day basis
10. Contact vendors for updates to Resource Directories
11. Sort, pickup and deliver mail daily.
12. Other duties as assigned

MINIMUM QUALIFICATIONS:

Core Compentencies

1. Ability to meet people and deal effectively with the public, customers and employees of the organization.

2. Ability to communicate effectively, both in written and verbal form.

3. Ability to negotiate and solve problems on both an internal and external basis.

4. Ability to gather, analyze and record information on verbal, written and automated data entry.

Training and Experience
1. High school diploma or equivalent, some related post-secondary training or education preferred.  

2. 1 - 3 years previous experience working in an office/clerical setting.

Physical/Sensory Demands:  (Range of motion, weight requirements, repetitive use of hands/feet, speech, vision, hearing or other requirements)

1. Full range of motion.

2. Ability to communicate in written and verbal form with customers, staff and employees.

3. Vision necessary to monitor the workflow.

4. This position requires sitting, standing, lifting, squatting, bending, and possibly reaching above shoulders.

5. The person must be able to communicate effectively in a verbal manner and possess hearing to the extent of being able to answer phones.

6. Capable of using a data entry keyboard.

EVALUATION OUTCOMES:

1. 100% of referred candidates will meet minimum qualifications per the job description provided by Racine County.

2. 90% of vacancies will be filled within 60 days of initial posting.

3. 90% of employees will maintain a position within Racine County for the calendar year, maximizing employee retention.  

An Evaluation Outcome Report must be submitted to Racine County HSD Contract Compliance Monitor by 2/1/22.  
