
EMPOWERING LIVES GUARDIANSHIP SERVICES JOB DESCRIPTIONS
	Name (Last, First, Middle)

	Job Title:

    Guardian Representative
	Current Annual Salary


	How many hours are you scheduled to work in a week?  Explain rotation of shifts, stand-by, call back, etc. 

40, exempt with the rotation of after-hour response



	Please check the statement below that best describes the amount of supervision you receive in the performance of your job.

     ( Frequent – Most actions under close supervision

     ( Regular – Follow established methods, supervision usually present

     ( Occasional – Usually responsible for my own work after assignment

     ( Limited – Work is judged primarily for results and outcomes

	PRIORITY/DESCRIPTION OF DUTIES: Please list the duties you perform from most important to second most important, etc. until you have detailed all the major duties that you perform. Begin each statement with a verb (e.g., analyzes, approves, assigns, checks, codes, composes, files, reviews, routes, repairs, sorts, trains, verifies, etc.). Then indicate the approximate percentage of your time devoted to each of the duties listed. These percentages should total 100%.

	
	DESCRIPTION OF DUTIES

	 1
	Seek supervision as needed or when unsure how to proceed

	 2
	Attend Basic Guardianship Training provided from the State.  Review NC General Statutes 35A and understand the NC Guardianship Process for Adults.

	3
	Visit with each Ward, Face to Face,  every 90 days traveling to across the state as needed and working with other GR to minimize travel

	4
	Document monthly note on Ward status – documentation sources to include one of the following: 1) ward, 2) caretaker, 3) provider or 4) other collateral contact

	5
	Monitor the services of the Ward – physical, mental, social, financial, funding, etc. Review Community Support Qualified Professionals and Case Managers monthly reports on each individual ward.  Gather information to restore a Ward’s Rights.  Coordinate treatment from admission through discharge planning with the State Psychiatric Hospitals.  Coordinate with Probation Office when Ward on probation.  Coordination or facilitate interaction with community services (food banks, churches, rental agents, crisis control etc). Coordinate with Department of Social Services, Child and Family Division to facilitate the transition of individuals who have aged out of DSS Child and Family Services and are in need of a Guardian.  Interact with school systems to provide oversight for Wards still in school Interact with school systems to provide oversight for Wards still in school. Attend criminal court proceeding with Wards. Determines where the Ward will live.  Ensure that residential facility  staff inform the Guardian of any injuries to the ward, required medical care (inside and outside of medical facility) and/or for emergency medical attention to receive the guardian’s consent

	6
	Consent for professional services and treatment – medical, legal, psychological, counseling etc.  Participate in Treatment Planning Process for each Ward

	7
	Makes provisions for the Wards training, education, employment, rehabilitation, clothing etc.  Coordinate with Vocation Rehabilitation

	8
	Meet and converse with family members of Wards.  Attend family meetings to discuss Ward’s progress.  Educate Wards’, their families and their providers about the Ward’s rights

	9
	Advocate on behalf of the Ward for: entitlements and supports (Medicaid, SSA, VA Benefits, Food Stamps, low income housing, religious rights etc.)  Coordination with Guardian of the Estate and/or Representative Payees

	10
	Complete necessary paperwork or computer entry in a timely manner (intake, questionnaire, status reports)

	11
	Keep EMS updated and files uploaded.  

	12
	Provide Case Management Services for those who are yet to be connected to services or those who do not meet criteria.  Transport Wards as needed

	13`
	Complete other duties as assigned.

	IF MORE SPACE IS NEEDED ATTACH A SEPARATE SHEET.


