Position Description

Job Title:         Scheduler
Department:   Residential Treatment Services

Status: 
           Professional/Non-Exempt




Salary Grade:

Position Summary:

Under the direction of the Assistant Residential Director, the Residential Scheduler coordinates staffing coverage for the Residential Treatment programs.
Major Responsibilities:
1) Ensure appropriate staff ratio across campus during assigned days of coverage as well as prepping for the following day. 
2) Provides coverage on-call responsibilities regularly and as needed.
3) Communicate with other members of residential leadership regarding coverage, staffing for the next day, and nuances in the schedule.
4) Provide administrative support to residential leadership team including.
5) Create weekly team meeting coverage schedule. 
6) Implement new KRONOS system for scheduling
Other Responsibilities:

1. Provide training to staff regarding scheduling and coverage. 
2. Display competence and responsiveness to cultural differences present in both customer and employee population.

3. Performs other administrative or programmatic duties as assigned by the Assistant Residential Director.

Reporting Responsibilities:

Position reports to:
 Assistant Residential Director

Qualifications:

Knowledge/Experience: Must possess a High School Diploma or GED. Must have a working knowledge of Microsoft programs, be willing to lead KRONOS implementation, spreadsheet, and database software and be able to operate basic office equipment. Prefer at least one year experience in clerical service.

Skills/Physical/Working Conditions: Position requires professional communication skills, excellent organizational skills and the ability to multitask.  Must possess efficient computer skills.  Must have telephone and internet access while on-call. Must be able to work onsite and on-call shifts.
Disclaimer Clause:

Job descriptions are not intended, and should not be construed, to be exhaustive lists of all responsibilities, skills, efforts or working conditions associated with this job.  They are meant to be accurate reflections of the principal job elements essential for making fair pay decisions.  This position description is not intended as a contract.  A Letter of Employment confirms employment.  North Carolina is an at-will employment state and Eliada is an at-will employer.
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