Methodist Home for Children Professional Expectations
OVERALL ROLE

Implementation of Responsibilities:  The agency’s standards provide a common set of values, goals, skills, and expectations to ensure a professional work ethic and an overarching philosophy of both personal accountability and accountability to other MHC colleagues.  

Confidentiality:  MHC Employees are keenly perceptive of confidentiality issues and recognize the many areas of his or her profession in which confidentiality applies.

1. Client Confidentiality:  MHC Employees exercise extreme caution and care in the management of confidential and sensitive information about clients and their families.  
2. Professional Confidentiality:  MHC Employees exercise good judgment in what issues he or she discusses and with whom.  

PROFESSIONAL COMPETENCIES

MHC Employees possess the following professional competencies:
	Proactive Style:  
	Proactive in nature and develops proactive strategies for achieving desired outcomes.

	Advocacy:  
	Committed to being an advocate for MHC through speaking and community engagements; Able to identify advocacy needs for MHC youth, families and staff (as appropriate to completing the work of the agency) and seek supervision in advocacy strategies

	Cultural Competence:  
	Strive to provide culturally responsive care to the diverse communities, children, and families that we serve. 

	Organization:  
	Punctual, knowledgeably prepared, and equipped with the necessary materials to perform his/her duties.

	Attention to Detail:  
	Thorough in accomplishing a task with concern for all areas involved, no matter how small.  

	Positive Use of Feedback:  
	Seek feedback for professional growth and development and committed to implementation.  

	Communication with Colleagues and Youth:  
	Understand the importance of clear communication that passes information among the necessary individuals in a timely fashion, and are competent in the areas of:  Seeking Feedback, Receptivity to Feedback, Implementation of Feedback, and Ability to Give Feedback.  

	Telephone Protocol: 
	Use cell phones, pagers, and other wireless communication devices (Bluetooth, etc…) in a manner which is respectful to other colleagues, consumers, clients, and the business at hand.  

	Management of Personal/Professional Boundaries:  
	Treat his or her colleagues professionally in all job-related interactions.  

	Appearance, Demeanor and Lifestyle:  
	Understand the impact of appearance, demeanor and lifestyle on clients and colleagues.  


Program Operations and administrative competencies

MHC Employees possess the following administrative competencies:

	Management of Materials:   
	Maintain an adequate supply of necessary tools to conduct all administrative and technical aspects of their job. 

	Proactive Property Management:  
	Actively monitor the condition of all aspects of equipment and property and anticipate maintenance needs before serious maintenance problems or damage occur.  

	Implementation of Policies, Procedures, and Guidelines:  
	Knowledgeable of all written formal agency policies and procedures and abides by all expectations set by the agency.

	Scheduling:  
	Maintain appropriate work schedules.  

	Documentation:   
	Able to competently complete all agency- required documentation. 

	Budget Management:  
	Carefully monitor and manage controllable costs and budget expenditures as advised by their established budget and supervisor.

	Reimbursement Procedures:  
	Follow all reimbursement procedures including check writing, petty cash, and receipts management.

	Management of Checking Account:  
	Operate agency checking accounts, if applicable, according to guidelines specified by the agency. 

	Meeting Participation and Facilitation:  
	Able to participate and, at times, facilitate intra-agency meetings to develop strategies around goals and objectives as related to position and department.  


Community EXPECTATIONS

	Sensitivity to Consumer Perceptions:  
	MHC Employees are sensitive to the potential perceptions of individual consumers and groups of consumers who are directly and indirectly impacted by the agency’s work and services.  

	Receptivity to Consumer Feedback:  
	MHC Employees actively cultivate an atmosphere of open communication with all community consumers.  
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