Position Title:  Options Counseling Coordinator
Reports to:  (name of AAA) and (name of CIL)
Pay grade: ______
Hours per week:   20
The Options Counseling Coordinator is a trained expert in Options Counseling, an interactive decision-support process whereby older adults and individuals with disabilities, family members and/or significant others are supported in their deliberations to determine appropriate long-term support choices in the context of the individual’s needs, preferences, values, and individual circumstances. 
The Options Counseling Coordinator is co-employed by the (name of AAA) and (name of CIL) and reports to the executive directors of both agencies.
Duties include:
· Provides Options Counseling in both the (name of CIL) and (name of AAA).
· Participates as a member of the statewide Options Counseling Standards Work Group.
· Fully integrates the statewide Standards into the Aging and Disability Resource Center (ADRC) service delivery model.
· Provides training and technical assistance to staff of both the (name of CIL) and (name of AAA) in the statewide Options Counseling Standards.
· Coordinates and communicates between the (name of CIL) and (name of AAA).
· Expands the (name of AAAs’) knowledge base regarding adults with disabilities and the (name of CILs') knowledge base regarding older adults, family caregivers, and related challenges/service options.
· Assists in evaluating the implementation of statewide Options Counseling Standards.
· Trains other ADRCs in Options Counseling Standards.
· Provides process and outcomes information and reports on Options Counseling activities as requested/needed. 
· Utilizes the ADRC technology system for data collection and reporting.
Minimum Qualifications: 
· Bachelor’s degree in Social Work or human service related field, or equivalent experience.
· At least two years of experience working with individuals with disabilities and/or older adults (preferably both).
· Experience coordinating and conducting training in human services. 
· Working knowledge of computers, computer programs, typing, and data entry.



Knowledge, skills and abilities: 

· Knowledge of the disability and aging services systems in Virginia, including the purpose and goals of ADRCs.
· Knowledge of existing public and private long-term support options; long-term support planning; managing consumer-directed services and supports; Medicaid, Medicare, and other benefits; prevention and disease management; skills building related to problem-solving and daily living; and transition planning.
· Ability to comprehend and interpret a variety of documents, including psychological assessments, medical diagnosis and medication recommendations, financial reports, letters and memos, state and federal rules and regulations manuals, professional journals and papers, job applications, insurance forms, and budget sheets.
· Ability to record and deliver information, explain procedures and instruct staff. 
· Ability to communicate effectively with individuals, family members, health professionals, AAA and CIL staff and the general public, both in person and in writing.
· Ability to lead others and reinforce thinking to perform tasks.
· Ability to facilitate discussions and resolve challenges.
· Ability to work independently and use independent judgment.
· Ability to evaluate information against measurable criteria.


Other requirements: 

· Occasional day travel.
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