[image: image1.png]



Amador-Tuolumne Community Action Agency
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ATCAA Central Sierra Continuum of Care (Coc) 

CA-526 HMIS Project Manager      
Job Description

Definition: As a part of the ATCAA team, the HMIS Manager  plays an essential role in ATCAA as a whole. Under the direction of the ATCAA Housing Director and CA-526 HMIS Consultant, this position has responsibility for a broad range of activities related to the implementation and operation of several key initiatives.  The selected candidate will be primarily responsible for the planning and implementation of outreach strategies and the facilitation of community wide integration to Central Sierra’s Homeless Management Information Systems (HMIS).  HMIS is a web based data system which collects homeless services and related data from shelters, supportive service providers, and public agencies working to serve homeless and at-risk clients in Amador, Tuolumne, Calaveras, and Mariposa Counties. Its purpose is to ascertain an unduplicated count of the homeless, track their progress through the system of care into self-sufficiency, coordinate service delivery, and provide accurate aggregate data regarding sub-populations. The successful candidate will be charged with building and maintaining strong community and collaborative relationships, and managing the efforts of providing system set up, training and technical support to homeless service providers. Additionally, the candidate will be responsible for serving in a business analysis capacity and working with the software vendor and service providers to address business needs with system solutions.  The selected candidate will be tasked with taking a lead role on other agency initiatives such as working with the Housing Director to identify and access grant and foundation opportunities to garner funds to support agency initiatives, and/or participation in the CoC NOFA’S, Point In Time, and Needs Assessment processes as appropriate.  This position will work collaboratively with the Central Sierra Continuum of Care CA-526 and with all HMIS users throughout the 4 counties. 

Supervisor:  Housing Director
Supervises:  Customer Support Staff
Job Duties and Responsibilities Related to This Position:
· Primary oversight of` the successful countywide continuation of HMIS which includes engaging service providers to participate in HMIS, developing agency HMIS readiness plans; facilitating agency access to IT consultants, managing the activities of the training and support staff, and providing program support to participating agencies
· Demonstrates HMIS functions and features to prospective service provider partners and supporters
· Develops and maintains training material, develops curriculum and conducts individual and group trainings for HMIS participating agencies throughout Central Sierra CoC as needed;
· Creates tutorials and other basic training modules on CoC website;
· Provides technical assistance to HMIS agencies to ensure appropriate use of system;
· Produce all needed reporting documents, to State and HUD;
· Designs and produces customized agency reports as well as regional aggregate reports;  

· Maintains quality, accessibility and functionality of HMIS and ensures appropriate use of the system from all service providers;
· Performs other duties assigned by the Director/HMIS Consultant as needed to update systems and create ongoing trainings;
· Requires local some travel throughout Mariposa, Tuolumne, Calaveras, Amador Counties as needed. 

General Duties and Responsibilities:

As a part of the ATCAA team, all employees play an essential role in ATCAA as a whole, and are expected to:

· Demonstrate and encourage a professional and positive attitude in all job related activities;

· Maintain confidentiality in accordance with standards as outlined in the “Statement of Confidentiality and Ethics”;

· Accomplish all work activities in a safe and timely manner within assigned guidelines and consistent with ATCAA’s Personnel Policies and Operating Procedures;

· Report and/or correct deficiencies that constitute immediate threats to health and safety;

· Complete other tasks as assigned by the supervisor which are consistent with the definition and intent of the job description;

Minimum Qualifications:

· B.A. (or equivalent combination of experience and training) and at least 2 years of prior experience in a project management, business analyst, social service, customer support, or information technology capacity;
· A Bachelor’s degree in Information or Data Management Systems with experience in social services OR a Bachelor’s Degree in the Social Sciences with experience in technology is preferred, as is progressive experience in a managerial role;
· Possess a valid California driver’s license and an acceptable driving record, and fingerprint clearance;

· Excellent customer service skills, with a sharp ability to clearly understand and translate technical information to non-technical audiences;
· Strong strategic planning and project management skills as well as a keen technical aptitude and the ability to think and operate strategically;
· Strong organizational skills as well as attention to detail;
· Excellent verbal and written communication;
· Experience in public speaking;
· Expertise and proficiency in word processing, spreadsheet applications, email, Windows Operating System and the internet;

· Ability to carry out work plans and meet goals in a timely and efficient manner and must be able to effectively manage the activities of the customer support staff;
· Experience with case management software, relational databases,  Microsoft Project, statistical software, Client service Network  Reporting Services;
· Self-motivated, innovative and strategic thinker, and have the ability to perform with minimal supervision. 

Desired Qualifications

· Experience in a role related to the social service sector;  

· Strong understanding in the concept of outcomes management and experience with logic models; 

· Experience working with nonprofit organizations, governmental agencies and a demonstrated ability to work with diverse community and organizational groups;
· A strong understanding of current Housing and Homeless Services.
A-TCAA Salary Range:
144 

I have read this job description.  I meet the minimum qualifications listed.  I understand and agree to comply with the duties, responsibilities, salary, and hours required and all other related responsibilities.

__________________________________

______________________

Employee Signature




Date

 (Eff: 05/2019)

