WCI supports adults with intellectual and developmental disabilities. These include physical, sensory, behavioral, and psychiatric needs, as well as significant medical conditions.
VP of Operations

Schedule: M-F, 10-6pm (with some flexibility)

Location: Waltham, MA

Salary: TBD

WCI is looking for a VP of Operations to oversee all aspects of Residential and Employment Operations in consultation with the Clinical Team and President/CEO. The VP of Operations will ensure that the agency’s vision, mission, goals, and objectives are achieved. He/she will ensure that staff excel at what they do and that all WCI policies, procedures, systems and plans are properly designed and implemented to assure continued organizational compliance with DDS Regulations and CARF Standards. The VP of Operations will oversee the allocation of operational resources, provide skill development to leadership/supervisory staff, develop relationships with family/guardians, funding sources, outside agencies and community members.  The VP of Operations will generate an outcome of a high level of Individual, guardian and funding source satisfaction. 

Specific Responsibilities include: supervise Division Heads, oversee operational financial reports; oversee implementation of clinical supports in the Residential Homes; Home/Apartment budgets, Stipends, Individual Service Fees, FTRs and Individual bank accounts; budget and payroll of all Divisions; emergency staffing, staffing and overtime; staff hiring, training and evaluation; and compliance with DDS Quality Enhancement Regulations and all State and Federal Regulations, Policies, and Procedures.  Flexibility regarding On Call Responsibilities; demonstrate good planning and communication skills.  Work within an Executive Team, Management and Clinical Team.

The VP of Operations will identify, monitor and report to the CEO any problems and potential solutions involving the agency, agency mission, health and safety issues, incidents/investigations, personnel issues, budget compliance, and other operational issues/concerns; supervise Division Heads, Division Budgets, Staffing, ISP development and completion; prepare for Survey and Certification to assure compliance of all homes and employment sites with QA, health and safety standards; appearance of homes and properties; ensure compliance with DDS, CARF and WCI policies, procedures and regulations, with regard to Human Rights, Clinical and Health Care/MAP policies and procedures; ensure staff  development including recruitment, retention, training and evaluation, team building; act as an emergency back up for the organization on a rotating basis; and other tasks or responsibilities assigned by the CEO.

Basic Requirements: Masters degree and 10 years supervisory, psychiatric/behavioral management, medical and health related needs of an aging and medically fragile population, autism and human service experience in the field of intellectual and developmental disabilities; good communication, organizational, relationship building and supervisory skills; ability to work with diverse people; ability to analyze, define and make clear recommendations relative to complex mission, administrative, fiscal, and staffing problems and issues.  Ability to know, understand and implement the mission of WCI, meet deadlines, excellent writing and computer skills.  Experience in ASL or interest in Deaf Education/ASL.

Since 1974, WCI - Work, Community, Independence, a private non-profit agency has provided homes, employment opportunities and community based day activities to people with a range of intellectual and developmental disabilities in the greater Waltham Area with the goal of fostering “the greatest possible degree of independence and competence for Individuals with developmental disabilities". WCI encourages Individuals "…to live, work, be a part of the community and achieve their optimal lifestyle." WCI provides flexible options to the people it supports as each Individual’s needs are different. 

To apply, please submit your resume and cover letter, by email: jobs@wearewci.org or by fax: 781-899-3828.
Day Hab Support Coordinator

WCI Life Skills Day Habilitation Program
Waltham, MA 
Schedule: M-F, 8am-4pm

Pay level: $30,000/year

WCI is looking to hire a motivated Support Coordinator for our Life Skills Day Habilitation Program to assist with the day to day running of the program. Specific responsibilities include: direct supervision in the day to day running of the program and related services; train, supervise, and evaluate staff in the implementation of all agency policies and procedures; develop, monitor and implement Individual Support Plans (ISPs); support Individuals in making choices to include taking risks and assuming as much responsibility as possible; implement agency philosophy in a manner consistent with Individual's needs and desires; encourage Individuals in the development of relationships and community involvement; and all others duties, as may be assigned.

Other requirements include: Strong organizational, supervisory, administrative, communication, and relationship-building skills; strong report writing skills; ability to chair and manage staff meetings; knowledge of behavioral intervention strategies; experience working with intellectually and developmentally disabled individuals; valid CPR and First Aid certifications; driver's license and clean driving record (use of vehicle may be required); some knowledge of sign language (ASL) would be helpful.

Educational requirements: A minimum of an Associate's degree (Bachelor’s preferred) and at least 1 year experience working with people with emotional, intellectual, and behavioral challenges.

ASL-fluent Residential Support Coordinator
Deaf Residential Support Division

Schedule: varies; some may include evenings and weekends

Pay level: $30,000/yr range

ASL-fluent Residential Support Coordinator (in Deaf Residential Division supporting adults with intellectual and developmental disabilities with activities of daily life at home and in the community); CPR, First Aid required; MAP preferred; ASL fluency required; experience in the day to day running of a residential home for individuals with intellectual and developmental disabilities preferred; supervisory exp required; Bachelor’s degree or higher preferred). A commitment to the field; dependable and eager to make a difference; driver’s license and use of vehicle required for most positions. To apply, please submit your resume and cover letter, by email: jobs@wearewci.org or by fax: 781-899-3828.

Residential Support Coordinator (multiple openings)

Residential Support Division

Schedule: varies; some may include evenings and weekends

Pay level: $30,000/yr range

Residential Support Coordinator (multiple openings in Residential Division supporting adults with intellectual and developmental disabilities with  activities of daily life at home and in the community); CPR, First Aid required; MAP preferred; experience in the day to day running of a residential home for individuals with intellectual and developmental disabilities preferred; supervisory exp required; Bachelor’s degree or higher preferred). A commitment to the field; dependable and eager to make a difference; driver’s license and use of vehicle required for most positions. To apply, please submit your resume and cover letter, by email: jobs@wearewci.org or by fax: 781-899-3828.

ASL-fluent Assistant Support Coordinator (multiple openings in residential and employment day programs)

Residential Support Division and Employment Day Program

Schedule: varies; residential positions may include evenings and weekends

Pay level: $11/hr range

ASL-fluent Assistant Support Specialist (multiple openings in Residential Division and Employment Day Program supporting adults with intellectual and developmental disabilities with activities of daily life at home and in the community); CPR, First Aid required; MAP preferred; basic ASL fluency required; some experience in human services required or preferred; some supervisory or team leadership experience preferred. A commitment to the field; dependable and eager to make a difference; driver’s license and use of vehicle required for most positions. To apply, please submit your resume and cover letter, by email: jobs@wearewci.org or by fax: 781-899-3828.

Assistant Support Coordinator (multiple openings)

Residential Support Division

Schedule: varies; some may include evenings and weekends

Pay level: $11/hr range

Assistant Support Coordinator (multiple openings in our Residential Division supporting adults with intellectual and developmental disabilities with activities of daily life at home and in the community); CPR, First Aid required; MAP preferred; experience in human services required or preferred; Associates degree or higher preferred. A commitment to the field; dependable and eager to make a difference; driver’s license and use of vehicle required for most positions. To apply, please submit your resume and cover letter, by email: jobs@wearewci.org or by fax: 781-899-3828.

Support Specialist (multiple openings)

Residential Support Division

Schedule: varies; some may include evenings and weekends

Pay level: $10/hr range

Support Specialist (multiple openings in Residential Division supporting adults with intellectual and developmental disabilities with activities of daily life at home and in the community); CPR, First Aid required; MAP preferred; some experience in human services required or preferred; Associates degree or higher preferred. A commitment to the field; dependable and eager to make a difference; driver’s license and use of vehicle required for most positions. To apply, please submit your resume and cover letter, by email: jobs@wearewci.org or by fax: 781-899-3828.

ASL-fluent Support Specialist (multiple openings in residential and employment day program)

Residential Support Division and Employment Day Program

Schedule: varies; residential positions may include evenings and weekends

Pay level: $10/hr range

ASL-fluent support specialist (multiple openings in Residential Division and Employment Day Program supporting adults with intellectual and developmental disabilities with activities of daily life at home and in the community); CPR, First Aid required; MAP preferred; some experience in human services required or preferred. A commitment to the field; dependable and eager to make a difference; driver’s license and use of vehicle required for most positions. To apply, please submit your resume and cover letter, by email: jobs@wearewci.org or by fax: 781-899-3828.

Recruiting Office 
WCI – Work, Community, Independence 
135 Beaver Street 
Waltham, MA 02452 
Telephone: (781)-899-8220 ext 136 

Fax: (781)-899-3828

eMail: jobs@wearewci.org
WCI is an Equal Opportunity Employer.

WCI supports adults with intellectual and developmental disabilities. These include physical, sensory, behavioral, and psychiatric needs, as well as significant medical conditions.
