JOB OPPORTUNITIES 

	As of February 2, 2012

	JOB TITLE
	Hours / Location
	 

	RESIDENTIAL PROGRAMS:

	Attleboro 

	Support staff - 20 hours(NEW)
	Saturday and Sunday 5:00pm - 11:00pm

Wednesday 3:00 PM – 11:00 PM      

Franklin, MA
	 

	Support staff - 22 hours
	Friday 3:00 p.m. - 11:00 p.m.

Saturday 5:00 p.m. - 11:00 p.m.

Sunday 9:00 a.m. - 5:00 p.m.

Medway, MA
	 

	Support staff - 20 hours
	Monday through Friday 4:00pm - 9:00pm

Norfolk, MA
	 

	Raynham 

	Assistant Manager - 39 hours(NEW)
	Tuesday 12:00 PM – 8:00 PM

Wednesday & Friday 2:30 PM – 11:00 PM

Thursday 3:00 PM - 9:00 PM

Saturday 9:00 AM – 5:00 PM 

Attleboro, MA   
	 

	Assistant Manager - 39.5 hours(NEW)
	Tuesday 3:00 PM – 11:00 PM

Wednesday through Friday 2:30 PM – 11:00PM

Saturday 9:00 AM – 3:00 PM

Swansea, MA 
	 

	Residential Coordinator - 40 hours
	Manage the Raynham network to support people in a variety of settings. Implement agency mission to assist people in becoming active members of their community.

Bachelors degree required; Master's degree preferred;

4-6 years' supervisory experience in MR/DD residential services; valid driver's license and acceptable driver status.

Location: Administrative Office, 8 Forge Park East, Franklin, MA (position requires travel throughout Southeast Massachusetts)
	 

	Support staff - 12.5 hours
	Monday and Tuesday 4:30 PM –8:30 PM

Wednesday 4:30 PM – 9:00 PM

Swansea, MA  
	 

	Support staff 16 hours
	Saturday & Sunday 12:00 PM – 8:00 PM

Norton, MA
	 

	PSS - 15 hours
	Monday through Friday 6am - 9am

Norton, MA
	 

	Support Staff- 19.5 hours
	Saturday and Sunday 8:30am-2:30pm, Tuesday 3:00pm-10:30pm

Westport, MA
	 

	Support Staff- 22.5 hours
	Sunday 8:30am-4:00pm, Monday and Tuesday 3:00pm-10:30pm

Westport, MA
	 

	PCA - 20.5 hours
	Saturday 10:00am - 8:30pm

Sunday 10:00am - 8:00pm
Swansea, MA
	 

	Uxbridge
	 

	PSS - 12 hours(NEW)
	Sunday 8:30am - 12:30pm, Wednesday and Thursday 2:30pm - 6:30pm

N. Grafton, MA
	 

	Support staff - 12 hours(NEW)
	Saturday and Sunday 4:30pm - 10:30pm

N. Grafton, MA
	 

	PSS - 23.5 hours(NEW)
	Monday, Tuesday and Friday 4:00 PM – 9:00 PM 

Wednesday 5:00 PM – 9:30 PM

Thursday 5:00 PM – 9:00 PM

Oxford, MA
	 

	Support staff ASON - 30 hours(NEW)
	Thursday through Saturday 10:30pm - 8:30am

Grafton, MA
	 

	Support staff ASON - 40 hours
	Thursday through Sunday 10:30 PM – 8:30 AM

N. Grafton, MA
	 

	Support staff - 20 hours
	Saturday and Sunday 8:30 AM – 2:30 PM

Monday 2:30 PM – 10:30 PM                    

Grafton, MA
	 

	Worcester 

	Support staff - 31 hours
	Saturday 9:00am -5:00pm

Sunday 9:00am-5:00pm

Monday 2:00pm-11:00pm

 
Littleton, MA
	 

	Support staff - ASON 40 hours (NEW)
	Wednesday - Saturday 11:00 p.m. - 9:00 a.m.

Littleton, MA
	 

	Assistant Manager - 40 hours (NEW)
	Tuesday - Saturday 3:00 p.m. - 11:00 p.m.

2 years experience required

W. Boylston, MA
	 

	Support staff - 39 hours
	Saturday 4:00 PM –11:00 PM

Sunday 9:00 AM – 3:00 PM                      

Monday 3:00 PM – 11:00 PM

Tuesday & Wednesday 2:00 PM – 11:00 PM

Littleton, MA 
	 

	Support staff - 8 hours
	Saturday 3:00 PM –11:00 PM

Worcester, MA  
	 

	Support staff AWON - 30 hours
	Friday through Sunday 11:00 PM – 9:00 AM

W. Boylston, MA  
	 

	Support staff 40 hours
	Saturday 9:00 AM – 3:00 PM

Sunday 9:00 AM – 7:00 PM

Monday, Tuesday & Friday 3:00 PM – 11:00 PM

Northboro, MA
	 

	Support staff - 15 hours
	Sunday 9:00am - 3:00pm

Monday 2:00pm - 11:00pm

Littleton, MA
	 

	OTHER/ADMINISTRATIVE

	Receptionist - 40 hours
	Essential Functions and Responsibilities

Demonstrate knowledge of, and commitment to, agency mission and values. Comply with agency policies and practices. Interact with others in a respectful and professional manner at all times. Provide phone coverage, and take appropriate action with messages

Make copies and files of necessary forms and applications. Determine need for and order all office supplies. Maintain and update meeting calendars

Open, sort, and distribute mail. Maintain and monitor gas cards, AAA cards, registrations, insurance accident reports, repairs. Act as liaison between local office, landlord, and outside vendors. Prepare room for board meetings and order food. Maintain postage meter. Manage homeowner claims by notifying insurance agent and follow claim to completion. Maintain agency standards of confidentiality. Perform other reasonably related duties as assigned.

Location: Administrative Office, 8 Forge Park East, Franklin, MA 
	 

	Human Resources/Payroll Clerk - 25 hours
	Monday - Friday, 9:00 a.m. - 2:00 p.m.

 

Perform clerical and data entry duties relative to payroll and H.R., including all filing, copying, distribution of reports, payroll batch entry and other H.R. projects as assigned.

 

Must have at least 2 years clerical experience; High School diploma; previous H.R. and/or payroll experience preferred; ADP knowledge a big plus.

 

Location: Administrative Office, 8 Forge Park East, Franklin, MA


	 

	Respite Provider - Shared Living (NEW)
	Saturdays in Leominster area, hours will vary

Females only, please.

This job is on a consultant basis, and is paid directly by the Shared Living Provider (you will not be an HMEA employee in this position)

Contact Pam Green directly at 508-298-1621 to apply
	 

	Maintenance Support staff - 40 hours
	Essential Functions and Responsibilities

In conjunction with the director, schedule work to maximize the maintenance hours per week.

Identify routine maintenance needs and schedule for completion

Provide routine and preventative maintenance on properties owned and or leased by HMEA

Purchase appropriate materials

Document work completed on date entry forms

Complete work in a clean, efficient manner

Demonstrate knowledge of and commitment to agency mission and values

Perform other reasonably related duties as assigned

 

Minimum Qualifications

One to two years experience in home construction/basic repairs

Formal vocational training preferred

Valid Driver's license and use of vehicle

 

General Statement of duties

Perform repairs necessary to maintain and or improve properties owned or leased by HMEA.

Provide maintenance and repairs in a manner appropriate to the neighborhood.

Location: Administrative Office, 8 Forge Park East, Franklin, MA 
	 

	DAY SERVICES/EMPLOYMENT 

	Support Specialist and 1:1 Support - 35 hours
	QUALIFICATIONS: 

Associates degree preferred; High School Diploma or equivalency and significant relevant experience may be substituted.

Demonstrated experience with developmentally disabled persons and sightless or community based services.

Demonstrated ability to work independently with off-site supervision.

Valid driver’s license. Must have use of a car.

JOB DESCRIPTION:          

Assist people to explore community resources to find meaningful recreational and social activities, teach individuals to perform tasks necessary to function as independently as possible, transport people to and from community activities.  

Location:

HMEA 

345 Greenwood Street

Worcester, MA  01607 

 
	 

	Support Specialist - 40 hours
	Qualifications:

High School Diploma or equivalency.  Six months experience in MR/MH area.

Must hold a valid driver’s license, have use of a vehicle, and 

meet HMEA’s driving requirements.

Must be able to work flexible days/hours as needed to include transporting individuals to and from program.

Arrival to work on time; ready to work.

Must be physically able to perform all jobs responsibilities 

including, but not limited to, lifting and physical restraint.

This program provides supports necessary for individuals served to be active and successful in both volunteer and employment settings. 

Location:

Hopedale Employment Services

7 Charlesview Rd 

Hopedale, MA 01747 
	 

	Support Specialist - 32 hours
	Qualifications:

High School Diploma or equivalency.  Six months experience in MR/MH area.

Must hold a valid driver’s license, have use of a vehicle, and 

meet HMEA’s driving requirements.

Must be able to work flexible days/hours as needed to include transporting individuals to and from program.

Arrival to work on time; ready to work.

Must be physically able to perform all jobs responsibilities 

including, but not limited to, lifting and physical restraint.

This program provides supports necessary for individuals served to be active and successful in both volunteer and employment settings. 

Hours of work are as follows:

Monday, Tuesday, Thursday and Friday 8:45 AM – 3:00 PM, Wednesday 9:00 AM – 4:00 PM

Location:

Hopedale Employment Services

7 Charlesview Rd 

Hopedale, MA 01747 
	 

	Unit Supervisor - 40 hours
	Qualifications

· High School Diploma or equivalence. Six months experience in MR/MH area. Preferred experience in Behavior Management.

· Must hold a valid drivers license and meet HMEA’s driving requirements and have use of a safe vehicle that seats two passengers. Must be able to obtain a Commercial Driver Fitness Certificate.

· Arrival to work on time and ready to work.

· Demonstrate ability to work independently with off-site supervision. Ability to work as an effective team leader.

· Must be physically able to perform all job responsibilities including, but not limited to, lifting up to 50 lbs and 50 + with assistance, physical restraint, use of pallet jack to load and unload truck.

· Must be able to work flexible days and hours

· Must be able to work with the public in a courteous manner.

· Must be able to communicate effectively with Supervisor, Customers, distributors and others as needed.

· Schedule may include weekend and evening hours, depending on program needs

Job Responsibilities 

Assist with overall operations of the program with the main focus being the redemption center. Must be able to keep accurate records in relation to Redemption Center day-to-day operations, and employee record keeping. Complete required trainings and maintain certifications.  Perform other reasonably related duties as assigned.

Location: 

HMEA Employment Services & Redemption Center

1 George Street

Plainville, MA 02762  
	 

	Unit Supervisor - 40 hours
	QUALIFICATIONS:

 

Bachelor's Degree in Psychology, Special Education, Vocational           Rehabilitation, or related field preferred.

Two years experience working with developmentally disabled person; supervisory experience required.

Demonstrated skills in managing aggressive and self-injurious behaviors.

Demonstrated strength in interpersonal and communication skills.

Valid driver's license and use of a car.

 

JOB DESCRIPTION:

   Responsible for assessment, development, and implementation of ISP's.  Responsible for development of work programs, behavior management plans, ADL skills, and alternative communication programs.  Responsible for staff supervision, training, and evaluation.

HMEA – STERLING CENTER

3 Bartlet’s Pond Way

Sterling, MA  01564
	 

	Developmental Specialist 40 hours
	QUALIFICATIONS:

1. Bachelor's Degree in Psychology, Special Education, Vocational Rehabilitation, or related field preferred.

2.  Two years experience working with developmentally disabled person; supervisory experience required.

3.  Demonstrated skills in managing aggressive and self-injurious behaviors.

4.  Demonstrated strength in interpersonal and communication skills.

5.  Valid driver's license and use of a car.

 

JOB DESCRIPTION:

Responsible for assessment, development, and implementation of ISP's.  Responsible for development of work programs, behavior management plans, ADL skills, and alternative communication programs.  Responsible for staff supervision, training, and evaluation.

 

HMEA – STERLING CENTER

3 Bartlet’s Pond Way

Sterling, MA  01564


	 

	Developmental Specialist - 40 hours
	Qualifications:

 

Bachelor's Degree in Psychology, Special Education, Vocational, Rehabilitation, or related field preferred. 

Two years experience working with developmentally disabled person; supervisory experience strongly preferred.

Demonstrated strength in interpersonal and communication skills.

Must hold a valid driver’s license, acceptable driving status as determined by HMEA insurance company.

Must be physically able to perform all jobs responsibilities including, but not limited to, lifting and assist with personal care of individuals served.

The ideal candidate must be able to work in conjunction with PT, OT, Speech, RN, clinician, staff and the program supervisor through following individualized, program & therapeutic protocols. 

 

General Statement of Duties:

· Organize resources necessary to deliver individualized services. Responsible for assessment, development, and implementation Of DHSP/inter-disciplinary team meetings. Responsible for implementation of behavior management plans, ADL skills, and alternative communication programs.  

HMEA Bellingham Day Habilitation center

15 North Main Street, Bellingham, MA 02019 

 
	 

	Developmental Specialist- 40 hours
	Bachelor's Degree in Psychology, Special Education, Vocational, Rehabilitation, or related field preferred.

Two years experience working with developmentally disabled persons required; supervisory experience preferred

Demonstrated strength in interpersonal and communication skills.

Must hold a valid driver’s license, acceptable driving status as determined by HMEA insurance company.

Must be physically able to perform all jobs responsibilities including, but not limited to, lifting and physical restraint.

The ideal candidate must be able to work in conjunction with PT, OT, Speech, RN, clinician, staff and the program supervisor through following individualized, program & therapeutic protocols. 

 

Sutton Day Hab
	 

	Support Specialist 40 hours(Day Hab)
	High school diploma or equivalency

1 yr. Experience in MR/MH field

Valid Driver’s License. Must have use of a reliable vehicle that seats two passengers. Meet HMEA’s driving requirements. Must be physically able to perform all job responsibilities.

 

General Statement of Duties:

Assist people to explore community resources to find meaningful recreational and social activities that they prefer.

 

HMEA - Sterling
	 

	Childrens Services
	 
	 

	Clinical Coordinator
	Coordinate ABA services to children and families receiving supports through EI, local school system, private insurance, Medicaid waiver, and DESE/DDS program 

· Supervise staff

· Provide parent training

· Consult in schools

· Complete behavioral assessments

· Design behavioral and educational programs to ensure child’s learning

· Provide direct services to children as needed
QUALIFICATIONS:

· Masters degree and BCBA required

· A minimum of three years experience working with people with autism/PDD, preferably with children.

· One year supervisory experience preferred.

· Demonstrated skills in designing behavioral and educational programs

· Demonstrated interpersonal skills

· Willingness to travel throughout central MA

· Part time and Full time opportunities available. Must be available to work two early evenings per week.


	 

	To apply for any of the above positions, please email your applications to jobs@hmea.org. 


