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POSITION TITLE: 

Practice and Service Advisor 

POSITION NUMBER: 

 TBD 

REGION: 
 Various 

LOCATION: 
 Various 

CURRENT CLASSIFICATION LEVEL:  
 R30 

DATE:   
February 2017 

SUPERVISOR POSITION NUMBER 
Various 
  

SUPERVISOR’S TITLE/CLASSIFICATION: 
Integrated Services Manager, Regional 
  

 
PROGRAM 

Community Living British Columbia [CLBC] is a crown corporation responsible for arranging 
support and services to individuals with developmental disabilities and their families.  CLBC 
staff strives to adhere to the corporate vision Good lives in welcoming communities. 

 
PURPOSE OF POSITION 

The Practice and Service Advisor provides practice advice on a wide range of complex 
situations and is expected to identify and make recommendations to management on 
opportunities for capacity building, and the development, implementation and delivery of 
services within the region. This role coordinates and acts as an implementation lead for 

new/changed policies or practices.   
 

 
JOB DUTIES AND ACCOUNTABILITIES 
 

Key Functions: 
 
Trusted Advisor/Operational Support 
 

 Provides guidance and support for consistent and compliant practice to integrated 
team members to ensure responsive service. 

 Collects, reviews and analyzes data to determine trends and gaps and makes 
recommendations to management. 

 Identifies opportunities for improvement by engaging staff, liaising with peer Practice 
and Service Advisors and makes recommendations to the Process Steward or PMO to 
support continuous improvement within regional operations.   

 Plans, develops and implements minor approved process changes in region  

 Supports ISM with financial management that may include Budget Management 
Planning and other assigned duties. 

 Supports Service Delivery Evaluation & Enhancement (resource development) that 
includes information sharing and coordination between relevant stakeholders, strategic 
needs analysis for developing resources  

 Monitors the allocation of support (funding) 
 Collects and updates community engagement including community mapping through 

identifying non-funded & funded resources 
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Case Consultation 

 Provides case consultation, and advice to integrated team members to build team 
capability and capacity 

 Enhances and supports quality practice within integrated teams in complex cases 
through escalation to the Integrated Service Manager, mentorship, training and the 
development of provincial tools. 

 
Contract Management Cycle 

 Provides support for the contract management cycle 

 Provides procurement advice that includes direct award, competitive process (PL, RFP, 
tender), family choice and evaluation of pre-qualified lists 

 Provides expert advice on contract law and procurement 
 Supports field staff with contract management that includes building relationships with 

service providers, building relationship with families, individuals, negotiation of 
contracts with families/individuals (IF, person centered societies), negotiation of 
contracts with service providers, contracts issues management, service level reporting 

 Reviews and authorizes contracts within limits of financial authority 

 
Implementation Support 

 Leads the regional implementation of new policies, programs, procedures and 
legislation within the region in partnership with strategic initiatives.  This includes 
planning, coordination, communications and evaluation of activities within regional 
operations to ensure smooth and sustainable integration into existing business 

processes.  Works with peer Practice and Service Advisors to ensure consistent 
practice and transition. 

 Participates in the planning and development meetings and work sessions, liaising and 
supporting regional staff for optimum readiness.  This may include, redefining work 
flows, and data clean-up activities. 

 Acts as the regional representative or ‘Lead’ on new initiatives and ensures that there 

is appropriate representation from the region to support engagement and change 
support.  Supports change management and sustainability. 

 Supports the ISM with the designation of ‘Leads’ within the region to ensure ongoing, 
sustainable support for operationalized programs and procedures. 

 Acts as ‘Lead’ as required to support operations. 
 

 

FINANCIAL AUTHORITY 

Up to $500,000 

 

EDUCATION & EXPERIENCE 

Bachelor of Social Work or Business related degree with human services orientation or 
equivalent.  Candidate must have two (2) years minimum demonstrated experience social 

service delivery preferably in community living.  Experience preferred in contracting, 
procurement, supported decision-making and the operation of community supports and 

services, and how they respond to the needs of individuals and families.   

 

KNOWLEDGE, ABILITIES & SKILLS 

 Knowledge of person-centered planning and community engagement processes; 

 Strong working knowledge of MS Excel. 

 Knowledge of existing government policies (i.e. program and administrative); 

 Knowledge of contract and budget management processes and principles;  
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 Knowledge of community living principles, successful practices and supports for 

individuals and families; 

 Knowledge of procurement, contracting law, employment laws and regulation. 

 Ability to work independently, and with an integrated team within a framework of 
agreed upon goals and objectives that aligns with CLBC policies, practices and 

procedures; 

 Well-developed written and oral communication skills; presentation skills and 
interpersonal skills; 

 Ability to apply analytical, problem solving and judgment skills; 

 Ability to effectively represent CLBC in the community exercising tact and diplomacy 
when dealing with individuals, families, community members, non-governmental 
organizations, business and government; 

 Ability to liaise with ISM and integrated team to manage multiple priorities/projects 
and produce results within deadlines; 

 Ability to develop and maintain productive relationships with colleagues, individuals, 
families and service providers; 

 Ability to carry out approved budget management plan 

 Ability to network with, develop and enhance links to business, industry, health, 
municipal and regional councils, school boards, colleges and community services; 

 Ability to demonstrate a high degree of ethical practice in their relationships with 
individuals, families, service providers and other professionals; 

 Ability to  develop capacity within an integrated team of facilitator and analysts to 
support efficiency and effectiveness and be  able to create and implement quality 
service delivery 
 

 

COMPETENCIES 

 

1. Leadership implies a desire to lead others, including diverse teams. Leadership is 

generally, but not always, demonstrated from a position of formal authority. The "team" 
here should be understood broadly as any group with which the person interacts regularly.  

 
2. Analytical Thinking is the ability to comprehend a situation by breaking it down into its 

components and identifying key or underlying complex issues. It implies the ability to 
systematically organize and compare the various aspects of a problem or situation, and 
determine cause-and-effect relationships ("if...then…") to resolve problems in a sound, 

decisive manner. Checks to ensure the validity or accuracy of all information. 
 

3. Business Acumen is the ability to understand the business implications of decisions and 
the ability to strive to improve organizational performance. It requires an awareness of 
business issues, processes and outcomes as they impact the client’s and the organization’s 
business needs. 

 

4. Conceptual Thinking is the ability to identify patterns or connections between situations 
that are not obviously related, and to identify key or underlying issues in complex 
situations. It includes using creative, conceptual or inductive reasoning or thought 
processes that are not necessarily categorized by linear thinking. 

 
5. Planning, Organizing and Co-ordinating involves proactively planning, establishing 

priorities and allocating resources. It is expressed by developing and implementing 
increasingly complex plans. It also involves monitoring and adjusting work to accomplish 
goals and deliver to the organization’s mandate. 
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6. Problem Solving/Judgment is the ability to analyze problems systematically, organize 
information, identify key factors, identify underlying causes and generate solutions. 

 
7. Expertise includes the motivation to expand and use technical knowledge or to distribute 

work-related knowledge to others 
 

8. Initiative involves identifying a problem, obstacle or opportunity and taking appropriate 
action to address current or future problems or opportunities. As such, initiative can be 

seen in the context of proactively doing things and not simply thinking about future 
actions. Formal strategic planning is not included in this competency. 

 
9. Impact and Influence is the ability to influence, persuade, or convince others to adopt a 

specific course of action. It involves the use of persuasive techniques, presentations or 
negotiation skills to achieve desired results. 

 

10. Teamwork and Co-operation is the ability to work co-operatively within diverse teams, 

work groups and across the organization to achieve group and organizational goals. It 
includes the desire and ability to understand and respond effectively to other people from 
diverse backgrounds with diverse views. 

 
11. Service Orientation implies a desire to identify and serve customers/clients, who may 

include the public, co-workers, other branches/divisions, other ministries/agencies, other 

government organizations, and non-government organizations. It means focusing one’s 
efforts on discovering and meeting the needs of the customer/client. 

 
 
 

 

Special Requirements 

 Occasional overnight travel (e.g. to communities within the catchment area of the 

Community Living Centre).    

 Possession of a valid class 5 Drivers license and a clean Driver’s Abstract is required. 
Use of own vehicle on expenses.  

 Applicant subject to a criminal record review.    

 

I confirm that: 

 Accountabilities/deliverables were assigned to this position effective; (Date). 

 The information in this position description reflects the actual work performed. 

 A copy has/will be provided to the incumbent(s). 

 

Name:                               Signature:                             Date: 

 

 

 


