	Key Positions Identified

	Members of Corporation (Officers)

	Position
	Current Incumbent
	Suggested Replacement that is qualified to fill position
	With additional training suggested replacements
	Recruit Internally – Externally
	Orientation process suggested by current incumbent

	President  CEO
	 
	  
	None
	Externally Search Committee
	

	Vice President  COO
	 
	None
	None
	Externally Search Committee
	

	Director of Finance
	
	 
	None
	Externally
	A brief review of standard procedures, and processes, one monthly close, then help with first annual close


	Key Positions Identified

	Members of Administrative Team

	Position
	Current Incumbent
	Suggested Replacement that is qualified to fill position
	With additional training suggested replacements
	Recruit Internally – Externally
	Orientation process suggested by current incumbent

	Respite Manager
	 
	 
	Lydia Crawford
	
	Not in place-need one; too much information in my head, need to orient to billing, care managers, pay sources, admission process, respite rules and regs. Scheduling hours and statistics

	Director of Development
	 
	None
	None
	Externally – AFP membership
	Detailed dev. Calendar with items to be accomplished on specific dates

	Program Director
	 
	
	NA
	Might be necessary
	Have a department policy and procedure manual but not an outline of all duties currently


	Key Positions Identified

	Members of Administrative Team (continued)

	Position
	Current Incumbent
	Suggested Replacement that is qualified to fill position
	With additional training suggested replacements
	Recruit Internally – Externally
	Orientation process suggested by current incumbent

	Staff Development/Volunteer Coord.
	 
	 The position has many different components such as Volunteer Program, Staff Development/Training and Safety Duties which includes QAs , UI/MUI investigations.  

A few options would be to:  divide the job and fill from within or Redesign the job and hire a Risk Manager
	
	Internally
	No comments provided


	Key Positions Identified

	Members of Administrative Team (continued)

	Position
	Current Incumbent
	Suggested Replacement that is qualified to fill position
	With additional training suggested replacements
	Recruit Internally – Externally
	Orientation process suggested by current incumbent

	Director of Plant Operations
	 
	None
	 
	Look at service vendors
	No orientation procedure to job

	Director Human Resources
	 
	None
	None
	Externally
	Dept procedure manual would need to be updated to include all duties

	Director of Nursing and DCS Manager
	 
	 
	 Would need to determine training needed
	
	No outline/procedure for my position for orientation


	Key Positions Identified

	Supervisors

	Position
	Current Incumbent
	Suggested Replacement that is qualified to fill position
	With additional training suggested replacements
	Recruit Internally – Externally
	Orientation process suggested by current incumbent

	QMRP/Program Manager
	 
	
	None


	CareerBuilder, Enquirer, Monster
	Outline in place in addition to hands on training

Training along side of Training Partner for 1 week to learn DCS role and 1 week along side of QMRP to learn role

	DCS Training Mgr./QMRP
	 
	
	
	
	

	DCS Shift Supervisor
	 
	 
	 Same as below
	
	

	
	 
	 
	How to deal with difficult people. 

How to fill out paperwork.

How to document properly for disciplinary actions.
	Internally as they need experience
	Shadow me to learn how to complete paperwork, operate phones, what to observe when making rounds.

	
	 
	 
	Same as above
	
	

	Key Positions Identified

	Supervisors

	Position
	Current Incumbent
	Suggested Replacement that is qualified to fill position
	With additional training suggested replacements
	Recruit Internally – Externally
	Orientation process suggested by current incumbent

	Dietary Supervisor
	 
	
	
	Externally
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