
JOB DESCRIPTION

Title of Position:   Medication Manager

Hired By:  Director of Residential Services

Supervised By:  Director of Residential Services

Position Summary:  Accountable for the security of all medication and supervision of the community at the residential facility. 

Qualifications:  

 1.  Accuracy in mathematics

 2.  Advanced written and verbal communication skills
 3.  Legible handwriting

 4.  Attention to detail

 5.  Ability to work with minimal supervision
 6.  Professional demeanor 

 7.  Flexible, punctual, discreet, teachable, dependable

 8.  Valid Texas Driver’s license with no outstanding warrants or tickets

 9.  Transport residents in company van in cases of an emergency
Responsibilities:

 1.  Dispense daily medication to residents

 2.  Inventory all prescribed medication weekly

 3.  Assess all Schedule I, II, III, & IV prescribed medication daily

 4.  Discard all discontinued medication monthly with the Director of Residential Services

 5.  Record all prescribed medication that enters the residential facility

 6.  Provide and file all medication receipts for discharged residents

 7.  Secure all medication and files
 8.  Oversee dinner meal duty

9. Monitor and inspect morning and evening chores

10.  Provide supplies and personal items to residents, when requested

11.  Verify that all residents have left the residential facility in the morning

12.  Secure the building before leaving shift

13.  Valid Texas Driver’s license with no outstanding warrants or tickets

14.  Transport residents in company van in cases of an emergency
15.  Report and document all client and medication incidents to the Director of Residential Services

16.  Other duties as assigned by the Director of Residential Services

Working Conditions:

Physical Requirements:

Walking, standing, writing, bending, lifting

Education/Experience:
A Bachelor’s degree in Nursing, Psychology, Social Work, Counseling or related field coupled with a minimum of 1 year mental health experience with extensive training in medication management.

Certification/Training:

CPR, First Aid
I have read and received a copy of the Night Supervisor Job Description.

_____________________________________________           __________________________

Signature






      Date
