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REGISTRY COORDINATOR – QUALITY ASSURANCE 
 (Bilingual English/Spanish Preferred) 

Reports To: Registry Supervisor 

FLSA Status: Non-Exempt 

SUMMARY 
Under supervision of the Registry Supervisor, and as a member of a team, this position is responsible for calling current 
Registry caregivers to confirm their availability to work for Registry clients.  Individual should have strong telephone 
communication skills, be interpersonal, display professionalism, and exhibit good written skills.  Bilingual in English and 
Spanish is preferred for this position. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
The following statements are intended to describe the general nature and level of work being performed by an individual 
assigned to this job.  Other duties may be assigned. 

• Contact caregivers on list generated by Registry caregivers to confirm their availability to work for Registry 
consumers 

• Contact caregivers who have failed to update their availability through calls, letters, emails, or text messages 
• Contact interested caregivers applying to the Registry Job Board 
• Track caregivers who have failed to update their availability or refused recent assignments for various reasons 

with the intent of placing them on “Hold” or removing them from the Registry 
• Use professional and tactful communication while enforcing the Registry availability expectations of caregivers 
• Relay information regarding availability options, including information about going on inactive status, removing 

themselves from the Registry, updating availability right away when taking on new assignments, etc. 
• Listen to caregivers and collaborate with them to create a strategy that works with their needs and schedules to 

ensure they are available to work for Registry customers 
• Answer caregiver questions about their potential work schedules and precisely how they can help them 

understand their options 
• Maintain and regularly update the Emergency Back-up Services (EBUS) program by confirming caregiver 

availability, adding, or removing them from the ongoing list, and facilitating 3-way phone interviews with clients 
• Enter and/or update information in PARTS database following communication with caregivers, clients, or Registry 

staff 
• Complete administrative duties before and after interacting with customers, including paperwork 
• Create weekly and monthly statistical reports  
• Call caregivers who have reportedly not been answering their phone or returning phone calls from customers or 

Registry staff  
• Call caregivers who have been reported as being unavailable, by customers and Registry staff, which conflicts 

with their Monthly Availability Update 
• Communicate with IHSS Social Workers and Registry staff, and other professionals, as needed 

 

SUPERVISORY RESPONSIBILITIES 

This position has no direct supervisory responsibilities. 

INTERACTION 

This position continuously interacts with the Registry team, other Public Authority staff, and County IHSS staff, Registry 
applicants, caregivers, clients, the public, and various collaborative agencies. 

EDUCATION and/or EXPERIENCE 

Bachelor’s Degree in social welfare, social work, or related field and one (1) year experience as a social worker in a social 
services agency, or equivalent combination of education and experience or a combination of education and work 
experience that provides the candidate with the necessary background to perform the requirements of the position. 
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KNOWLEDGE, SKILLS AND ABILITIES 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The 
requirements listed below are representative of the knowledge, skill and/ or ability required.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

• Functions as a member of a team 
• Provides consumer and provider support services primarily via telephone which includes assisting with Registry 

and IHSS related questions, provider list request, and various conflict resolution related task. 
• Develops, organizes, and maintains various Registry records and files both electronic and paper, including the 

computerized provider registry database 
• Operates office equipment including computer, photocopy machine, and fax machine 
• Enters data into physical and electronic files and maintains filing system 
• Prepare letters, pamphlets, handouts from source data provided 
• Makes and receives telephone calls and voice mails including responding to inquires/complaints involving the 

Registry caregivers 
• General administrative tasks including but not limited to purging files, inventorying supplies, pamphlets, handouts 

and creating additional documents as needed; stocking supply cabinets, department mail distribution, and moving 
boxes and materials as needed 

• Determines provider eligibility as it relates to being on the Provider Registry 
• Responsible for input and collection of data for statistical reports 
• Uses specialized computer applications to enter and retrieve information, process eligibility determinations, issue 

notices, prepare correspondence, prioritize work, or perform other relevant tasks 
• Other duties as assigned 

 

OTHER REQUIREMENTS 

Successful completion of Department of Justice criminal background check and a federal debarment and exclusion list 
review, possession of a valid class C California Driver’s License, and ability to provide proof of current automobile 
insurance.  Use of own vehicle may be required for personal transportation, and to store and/or transport outreach and/or 
training materials dependent upon work assignments. 

VACCINATION REQUIREMENTS 

Candidates for employment must be fully Covid-19 vaccinated prior to initiating the background investigation process. A 
copy of the vaccination card must be provided by the candidate to the Background Unit at the time of background.  
 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an employee to successfully 
perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 

While performing the duties of this job, the employee is regularly required to sit, talk, hear, stand for extended periods of 
time, fine finger manipulation, reach with hands and arms, and stoop.  Specific vision abilities include close vision, and 
ability to adjust focus and view information on a computer screen for long periods of time.  Ability to lift and carry up to 40 
pounds with or without assistance. 

WORK ENVIRONMENT 

The work environment characteristics here are representative of those an employee encounters while performing the 
essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 

The work environment for this position is hybrid and consists of working in an office setting and/or working remote or 
working from home.  You will be required to attend virtual meetings and have an undisturbed working area that is 
ergonomically friendly. 

 


