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Administrative Case Manager 

We’re looking for a professional, energetic, and organized person to be the Administrative Case Manager at our main agency building in Glenwood Springs.  This person is a member of our administrative team, reports to the Director of Support Services and is responsible for:

· Managing adult client intake and wait list for services;
· Scheduling and coordinating HRC and BPRC meetings;
· Serving as a member of the administrative staff of Mountain Valley Developmental Services providing assistance with administrative planning, decision-making, and the implementation of policy;
· Maintaining a small caseload of adult clients;
· Reviewing and process all incident and accident reports in compliance with state and company rules and regulations;
· Serving as backup for Director of Support Services in that person’s absence;
· Developing, maintains, and submits documents, data or other necessary information to the Developmental Disabilities Services, Department of Education and other agencies as required;
· Monitoring the quality of services; and
· Advocating for the best interests of the person served.
Qualifications

BA/ BS in an Applicable Field – Clear Criminal Record

Clear Driving Record – 3 Years of related work experience, superb oral and written communication skills, strong organizational skills, excellent judgment, and outstanding customer service.  

Compensation & Benefits
Salary DOE
Health, Dental, Life, LTD, & Vision Insurance 
4 Weeks Paid Leave – 403(b) Retirement Plan
Interested?  

Please submit a letter of intent to:

Director of Support Services, Brenda Scrimsher, at bscrimsher@mtnvalley.org or 

P.O. Box 338, Glenwood Springs, CO 81602.
