UMATILLA COUNTY
EMPLOYMENT OPPORTUNITY
UMATILLA COUNTY DEPARTMENT OF HUMAN RESOURCES
County Courthouse, 216 S.E. 4th Street, Pendleton OR 97801
Phone: (541) 278-6282 - Fax: (541) 278-6374
TDD (Hearing Impaired): (541) 278-5467
AN EQUAL OPPORTUNITY EMPLOYER
June 5, 2019

19-29

POSITION ANNOUNCEMENT

POSITION:

Service Coordinator

POSITION #:

19-29

DEPARTMENT:

Community Developmental Disabilities Program (CDDP)

SALARY:

$3,861.00/Month (to start) – Plus Excellent Benefits

CLOSING:

Open Until Filled – First Review June 18, 2019

DESCRIPTION: The Services Coordinator coordinates and provides services to people with
intellectual/developmental disabilities. The overall purpose of service coordination is to identify, assess,
coordinate and assure delivery of services and support required by persons with intellectual/developmental
disabilities and their families.
REQUIREMENTS: SKILLS/ABILITIES
 Speak, read, and write Spanish – Preferred
 Give full attention to what other people are saying, and take the time to understand the points being
made, asking questions as appropriate and not interrupting at inappropriate times.
 Be aware of others' reactions and understand why they react as they do.
 Talk effectively to others to convey information.
 Present information, verbally, in a factual and logical manner.
 Resolve conflicts and effectively deal with upset or angry people in crisis situations.
 Use logic and reasoning to identify the strengths and weaknesses of alternative solutions,
conclusions or approaches to problems.
 Understand the implications of new information for both current and future problem-solving and
decision- making.
 Identify complex problems and review related information to develop and evaluate options and
implement solutions.
 Consider the relative costs and benefits of potential actions to choose the most appropriate one.
 Enter, record, store and maintain information in writing and by using a computer.
 Prepare clear and concise case narratives, written reports and documentation.
 Apply regulations, policies and procedures to eligibility situations.
 Develop specific goals and plans to prioritize, organize and accomplish work.
 Monitor and review information from materials, events or the environment to detect or assess
problems.





Observe, receive and otherwise obtain information from all relevant sources.
Analyze information and evaluate results to choose the best solution and solve problems.
Develop constructive and cooperative working relationships with community agencies and others,
and maintain them over time.
 Identify information by categorizing, estimating, recognizing differences and similarities and
detecting changes in circumstances or events.
 Provide personal assistance, emotional support or other personal care to others
 Able to demonstrate by conduct the competencies required by OAR and compliance with CDDP
Program, Umatilla County policy and procedures.
 Able to travel to locations within Umatilla County.
 Able to travel to attend meetings, trainings and conference within and outside of the State of Oregon
 Must participate in 20 hours per year of State of Oregon sponsored training or other training in the
areas of intellectual or developmental disabilities.
 Must demonstrate ability to act on personal initiative using sound judgment.
 Apply appropriate cultural knowledge to the above skills to build positive working relationships
with individuals we work with and/or for.
EDUCATION/EXPERIENCE
Must have knowledge of the public service system for developmental disabilities services in Oregon and at
least:
 A bachelor’s degree in any field and one year of behavior science, social science, or a closely
related field; or
 A bachelor’s degree in any field and one year of hum services related experience, such as work
providing assistance to individuals and groups with issues such as economical disadvantages,
employment, abuse and neglect, substance abuse, aging, disabilities, prevention, health, cultural
competencies or housing; or
 An associate’s degree in behavior science, social science, or a closely related field and two years
of human services related experience, such as such as work providing assistance to individuals and
groups with issues such as economical disadvantages, employment, abuse and neglect, substance
abuse, aging, disabilities, prevention, health, cultural competencies or housing; or
 Three years of human services related experience, such as work providing assistance to individuals
and groups with issues such as economical disadvantages, employment, abuse and neglect,
substance abuse, aging, disabilities, prevention, health, cultural competencies or housing.
HOW TO APPLY: Use of Umatilla County application is MANDATORY. Anyone who qualifies for Veterans’
Preference in Public Employment provided for in OAR 839-006-0435; please include proper certification (OAR 839006-0465) with your application. Any applicant with a disability who needs reasonable accommodation in any step of
the application or hiring process to assist or to demonstrate qualifications or to perform the essential functions of the
job for which the applicant is applying should inform the Human Resources Department. This job announcement is
not intended to serve as a comprehensive job description. Blank applications and a complete job description can be
obtained on our website at www.umatillacounty.net or the Human Resources Office, Room 108. Applications will be
accepted by hand delivery, mail, fax, or email to hr@umatillacounty.net.

