
Detroit Rescue Mission Ministries

JOB DESCRIPTION
JOB TITLE:
Director of Quality Control

LOCATION:
DeVos
REPORTS TO:
Chief Operating Officer 

POSITION:
Exempt
JOB SUMMARY:

Under the general direction of the Chief Operating Officer, manages and coordinates activities within DRMM to assure that DRMM services are in accord with professional, agency, and legal standards, and are consistent with the policies and objectives established by the Board of Directors.
ESSENTIAL FUNCTIONS:

1. Coordinate and oversee all agency program audits, licensing reviews, and CARF accreditation site visits. 
2. Attend all audits throughout the ministry, building a database for future audits as to areas auditors typically focus upon. Notify staff in advance, where possible, of upcoming audits, and convene teams of appropriate staff in preparation for auditing visits.
3. Gather all necessary documentation requested by the auditors. Inform the Programs Administrator of any issues/concerns where a program may possibly be out of compliance with an auditing standard. Develop and recommend proactive solutions.
4. Maintain a record of all audits and auditing checklists. Train staff on audit requirements, self-monitoring tools, and action steps to maintain routine preparation for audits.
5. Work with specific staff, around special projects or specific problems that need attention. Form teams to address problems and provide direction to teams. Promote approaches to encourage the development of skills and attitudes to solve staff and client problems by use of methods that include mentoring, research, team building, etc.
6. Engage in internal program audits of DRMM programs. Coordinate response of Programs and Services staff to pending and past performance audit reviews.
7. Assist and train program directors in securing materials needed to develop action plans to assure compliance with contract provision, grant terms, legal responsibilities, and professional standards.
8. Recommend work plans and program models for new service components and implement new programs.

9. Assure that policies and objectives of DRMM board and upper management are fulfilled. Participate in public relations activities via presentations, participation in community forums, etc. in accord with DRMM policies.

JOB TITLE:
DIRECTOR OF QUALITY CONTROL 
	10. Respond to requests by Finance and Development Departments for budgetary and programmatic information. Chair or participate on DRMM committees as appointed.

11. Advise Executive Director in coordinating elements of program services.

12. Develop written materials as needed (e.g., grant narrative, response to monitoring visits, policy and procedure recommendations).


OTHER DUTIES & RESPONSIBILITIES:

1. Performs other duties as assigned.

KNOWLEDGE, SKILLS AND ABILITIES:

1. Bachelors Degree in human services, administration, or related field and/or equivalent experience. Master’s degree preferred.
2. Demonstrated effective management, analytical, and leadership ability.
3. Demonstrated organizational and interpersonal skills necessary to communicate with others to exchange information.

4. Mental ability to frequently handle pressures related to simultaneous handling of multiple projects, and various youth personalities, and disruptions.

5. Physical ability to periodically sit or stand for long periods of time and to bend/lift/carry items while setting up training rooms.

6. Must have annual testing for hepatitis and annual TB testing.

WORKING CONDITIONS:

1. Normal office environment with little discomfort due to heat, dust, noise and the like.

2. May be required to work evenings and weekends on an occasional or ongoing basis. 

This job description is intended to describe the general nature and level of work being performed by a person assigned to this job.  They are not to be construed as an exhaustive list of all job duties that may be performed by a person so classified.
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