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Flat Rock Homes 
Restoring Hope. Transforming Lives. Living Faith. 

 
Mission 
Is there really a way to restore hope and transform lives while 
living our faith? Would it stir your spirit, excite your imagination, 
and engage your creativity to know that Flat Rock Homes is 
committed to demonstrating, and then sharing with other 
organizations across the country and around the world, a 
transformational model of care that provides excellent services and 
supports to individuals with intellectual and developmental disabilities 
and their families? Not just housing but restored health, rested souls 
and transformed lives. Experiencing the love of Jesus Christ through 
the talented professional staff and volunteers at Flat Rock Homes, 
residents are guided toward personalized success outcomes, utilizing 
customizable tools and services that address varied individual needs 
and circumstances.  

 
Flat Rock Homes becomes a bridge to community life 
with dignity and a new set of tools to create a future of 
hope and possibility. Driven by compassion in Jesus’ 
name and informed by a continuous improvement 
approach based on best practices, Flat Rock Homes is 
one of northern Ohio’s most innovative providers of 
services to children and adults with disabilities. 
Established in 1866 to care for orphans after the Civil 
War, Flat Rock Homes has evolved to be one of the 
state’s leading providers of health care, residential 
services, and skill development for individuals with 
intellectual and developmental disabilities. Through 
strategic community partnerships, Flat Rock Homes 
provides health care, residential services and housing, 
education, skill development, vocational training, and 
employment services to more than 94 youth and adults daily. Flat Rock Homes aims to serve individuals 
with disabilities and their families, including those living independently or with their families within our 
local community.  

 
Leadership 
Karen Kilgo has served as the President and Chief Executive Officer of 
Flat Rock Homes, Care Center and Community Services since June 1, 
2016.  
 
Before coming to Flat Rock, Karen served 23 years in executive 
management positions, including 17 years working in mission-driven, 
nonprofit ministries in the Atlanta, Georgia metropolitan area. Before 
coming to Flat Rock, she most recently served as Chief Human Capital 
Officer at Atlanta Mission, which provides emergency and temporary 
shelter, recovery programming, job attainment services and transitional 
housing for more than 1,000 homeless men, women, and children daily.  

The Mission: The mission of 

Flat Rock Homes is to provide 

outstanding services which 

transform lives of persons with 

intellectual and developmental 

disabilities, their families, and 

persons with critical needs 

through a dedication to caring 

and excellence that 

demonstrates Christian values.  
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Karen has managed multi-million dollar budgets and led large staffs of employees and volunteers.  She was 
the Founder and Chief Executive Officer of Karen Kilgo and Associates, a business and consulting 
management firm and spent 13 years as a senior leader of Christian City, a non-profit ministry in Union 
City, Georgia that includes group homes, foster care programs and transitional living for children, as well 
as behavioral/mental health counseling, skilled nursing and assisted/senior living communities. 
 
While in Georgia, Karen was active in the lay leadership of McDonough First United Methodist Church, 
where she taught adult Sunday school, chaired the Missions Committee, was a member of the church’s  
Administrative Council and served in the church’s food ministries.  She was active in the United Methodist 
Women at the church and in the North Georgia Conference level.  Today, she is member of Norwalk First 
United Methodist Church in the East Ohio Conference where she recently served on the Finance 
Committee. She served as the delegate for the health and welfare ministries to the East Ohio Annual 
Conference in 2017, served as a lay delegate-at-large for the Firelands District in 2018-2019, and serves as 
the DisAbilities Awareness Team Leader delegate in 2020-present. In 2018, Karen became a Certified Lay 
Servant Minister, serving in the Firelands District. She is member of the Naomi-Ruth Circle of the United 
Methodist Women. In 2018, she had the privilege to attend the United Methodist Women’s Assembly in 
Columbus, Ohio. From 2020, Karen has served as leader of the DisAbilities Awareness Team for the East 
Ohio Conference. In 2021, she was a founding member of the Ohio Disabilities and Ministries 
Collaborative, blending DisAbilities Awareness Teams from the East and West Ohio Conferences. Since 
2016, Karen has served as a member of the Health and Welfare Ministries Team of the East Ohio 
Conference, and, since 2020, she has served on the East Ohio Conference’s Board of Missions. She is 
currently Secretary of the Board of the United Methodist Association, a national association of faith-based 
health and welfare ministries.  
 
Since 2016, Karen has been a member of the Board of the Values and Faith Alliance, an Ohio provider 
association of agencies serving individuals with intellectual and developmental disabilities. In 2021, she 
began serving as a Community Representative to the Strategic Planning Committee of Kendal at Oberlin, a 
Quaker-based senior living community in Oberlin, Ohio.  
 
Karen has been certified by the Society for Human Resource Management as a Senior Certified Professional 
(SHRM-SCP) and by the Human Resources Certification Institute as a Senior Professional in Human 
Resources (SPHR).  She earned a Bachelor of the Arts degree in Sociology from Berry College in Mount 
Berry, Georgia and a Master of Science degree in Education/Human Resources Development from Georgia 
State University in Atlanta, Georgia. 
 

Programs 
Flat Rock Homes is a shining light of Christ’s love in northern 
Ohio, specifically for youth and adults with disabilities. Flat 
Rock has a special focus on serving individuals with intellectual 
and developmental disabilities and their families. Through 
successful resource development (approximately $500K per 
year), in-kind giving, revenue provided through Medicaid 
program and the Medicaid waiver program (combined budget 
of $7.3M+/year) and capital funding, Flat Rock Homes serves 
more than 94 youth and adults in our intermediate care facility, 
10 community group homes, and Adult Programs, including 
Adult Day Support, Non-medical Transportation, Community 
Integration, Vocational Training, and Employment Services 
programs.   
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High-profile supporters like First National Bank, Bellevue Hospital, OneDigital, The Tiffin Community 
Foundation, the Schlink Foundation, the Fred A. Lennon Charitable Trust, the Sisters of the Precious 
Blood, the East Ohio Conference of the United Methodist Church and many others have recognized and 
embraced the innovation taking place through Flat Rock Homes.  
 
In 2016 and again in 2019, Kimberly Douglas and Firefly Facilitation, a well-known strategic planning and 
change consulting firm in Atlanta worked with Flat Rock’s joint Boards of Directors and the senior 
leadership team to develop exciting three-year strategic plans and annual action plans. These plans are 
allowing Flat Rock Homes to use personalized methods to bring about dramatic changes in the lives of 
those Flat Rock Homes serves.  
 
Flat Rock Homes is launching new programs and expanding/improving existing programs, including our 
Vocational and Employment Services programs; expanded Adult Day program; new models of care 
delivery; and the creation of jobs within the community for individuals with intellectual and 
developmental disabilities.  
 

Because the challenges of our residents are unique and complex, 
Flat Rock Homes provides a variety of services designed to meet the 
needs of the children and adults that they serve. Flat Rock’s 
ministry centers include: Flat Rock Care Center located in Flat 
Rock, OH (intermediate care facility providing for the needs of 36 
adults); Flat Rock Community Services located in Seneca, Erie, and 
Lorain Counties in northern Ohio (10 community homes for 32 
adults); Adult Advantages in Bellevue, OH (Adult Day Support, 
Community Integration, Vocational Training and Employment 
Services programs for 40 adults); and Flat Rock Community 
Services’ Community Integration, Vocational Training and 
Employment Services programs based in Flat Rock, OH, and serving 
Seneca, Sandusky, Erie,  Huron, Lorain, Ashland, Richland, 
Crawford, Marion, Knox, Ottawa, Wyandot, and Morrow Counties. 

 
Flat Rock Care Center provides a warm, safe and loving home for adults with more challenging 
intellectual and developmental disabilities. Many of Flat Rock’s Care Center residents also have physical, 
emotional and psychiatric diagnoses and severe aggressive behavioral disorders. In addition, many of Flat 
Rock’s residents are non-verbal and require staff ratios as low as one-to-one for 24/7 care.   
 
Serving 36 adults in our intermediate care facility daily, our direct 
support professionals work with our residents providing assistance with 
activities of daily living (i.e. dressing, grooming, hygiene, meals, etc.) as 
well as providing a fun and safe environment for all to learn, grow and 
achieve their unique, God-given potential. With Christ as their 
example, the team ministers to every one individually. Our direct 
support staff members clean the homes, wash the laundry, serve the 
residents hot, nutritious meals and create a comfortable, restful and 
home environment. 
 
Individuals may choose to live in one of Flat Rock Community 
Services’ 10 homes in the community. These homes offer long-term 
supports for residents with intellectual and developmental disabilities 
to live independently within a neighborhood setting. Flat Rock 
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Community Services supports 32 adults living in 10 community homes located in Seneca, Erie and Lorain 
Counties in northern Ohio. 
 
Adult Advantages, Flat Rock Community Services’ Adult Day Support program provides men and women 
with a much needed opportunity for activities, community integration, and pre-vocational training. This 
program assists residents and individuals from the local community to develop vocational, life, and social 
skills.  
 
In March 2017, Flat Rock Community Services began offering Vocational Training and Employment 
Services Programs, including job coaching, resume/application preparation, transportation and other 
supportive programming. This programming—funded in part by Ohio’s Opportunities for Ohioans with 
Disabilities program and/or the Medicaid waiver program as well as from our generous donors—are a part 
of Ohio’s Employment First initiative that creates opportunities for individuals with disabilities to work 
and volunteer in their local communities in jobs that offer a competitive wage of minimum wage or higher 
(unlike sheltered workshop programs). Flat Rock’s innovative program is the only program in the state of 
Ohio employing residents of an intermediate care facility (ICF) in community-based jobs at minimum 
wage or better (instead of sheltered workshops that pay a few cents to a few dollars per hour). In 2019, the 
Vocational Training and Employment Services program began serving adults with any type of disabilities in 
collaboration with the Opportunities for Ohioans with Disabilities program.  
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Administrator – Flat Rock Care Center 
Position Overview 

 
The Administrator of Flat Rock Care Center is a critical member of the ministry's Senior Leadership Team, 
led by the President/Chief Executive Officer. This position leads Flat Rock Care Center’s Team.   
 
Under the general supervision of the President/CEO, the Administrator of Flat Rock Care Center directs 
day-to-day aspects of the Flat Rock Care Center’s operations, including leading the Flat Rock Care Center 
Administration/Program Team, Nursing, and all direct care staff, including Direct Support Professionals 
and Supervisors. The Administrator of Flat Rock Care Center is responsible for ensuring compliance for the 
Intermediate Care Facility (ICF/IID) within Medicaid Certification Standards and Licensure Rules and 
provides general supervision for all programs offered by the Intermediate Care Facility. Because of the 
Administrator’s role in ensuring compliance, the position provides indirect supervision of staff who report 
to other managers regarding all matters related to compliance of the Flat Rock Care Center. This position 
shall be designated as “Director of Operations” of Flat Rock Care Center as outlined in 5123-2-08 of the 
Ohio Revised Code: Provider Certification of Agency Providers.  
 
This position provides leadership to the Program Team as a Qualified Intellectual Disabilities Professional 
(QIDP), functioning as the Lead QIDP. As such the Administrator oversees the responsibilities of the 

QIDPs. The QIDPs supports individuals, reviews data and 
progress, and revises plans based on individual need and 
performance. The QIDP ensures consistency among external 
and internal programs and disciplines. The QIDP ensures 
service design and delivery which provides each individual with 
an appropriate active treatment program. The QIDP ensures 
that any discrepancies or conflicts between programmatic, 
medical, dietary, and vocational aspects of the individual’s 
assessment and programs are resolved. The QIDP ensures a 
follow-up to recommendations for services, equipment, or 
programs. The QIDP ensures that adequate environmental 
supports and assistive devices are present to promote 
independence.  
 
The Administrator of Flat Rock Care Center oversees services 
provided by consultants in the Program Department. The 
position will work with other QIDPs and Unit Supervisors in 
planning and implementing a quality program of care for 
individuals with developmental disabilities in the residential 
setting. The Administrator of Flat Rock Care Center will ensure 
required records are prepared and reports for the Individual 
Program Plan (IPP) process are completed.  This position 

provides oversight to the QIDPs who lead the quarterly and annual review process. Further, The 
Administrator of Flat Rock Care Center will lead the Interdisciplinary Team.  This position will ensure staff 
are adequately trained in the active treatment process and other related skills. 
 
While ensuring compliance and a high quality of care delivered to all individuals served by the Flat Rock 
Care Center, the Administrator will also cultivate an employee culture with high engagement leading to 
high levels of staff performance. The Administrator will ensure staff feel a deep sense of leadership’s 
gratitude for their work and will seek to keep staff engaged with our mission, vision, and strategic direction 
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through all program efforts. This position will have a key role in generating continuing engagement by staff 
in this life-changing cause, growing and developing long-term, effective relationship with them. He/she 
will cultivate a deep understanding among our staff of the needs of the individuals that we serve and boldly 
challenge them to respond with a high level of performance. 
  
Office space will be provided at our Administrative Offices 
in Flat Rock, OH. Due to the COVID-19 pandemic, this 
position may be able to perform some aspects of the 
position remotely. This position is classified as “critical,” 
meaning while some aspects of the work may be able to be 
done remotely, a significant portion of the role must be 
done on-site, supervising essential, on-site workers as well 
as other critical and some core (mostly remote) workers. 
Occasional travel for in-person events, conferences,  pick-
up/drop-off materials mostly in Northern Ohio area may 
be required.  
 
The Administrator of the Flat Rock Care Center reports to 
the President/CEO.   
 
Responsibilities 
 
The Administrator of the Flat Rock Care Center will hold 
the following responsibilities: 
 

• Administration of Flat Rock Care Center:  
o Oversight and Compliance:  

▪ Provides oversight for day-to-day 
operations of Flat Rock Care Center, ensuring quality care and services is provided to all 
residents.  

▪ Oversees the creation of quality programs that meet needs and enhance the lives of 
residents all while maintaining compliance with the rules and guidelines for ICF/IID 
Medicaid Certification Standards and state Licensure Rules. 

▪ Ensures Flat Rock Care Center compliance with other state and federal laws and 
regulations.  

▪ Provides primary leadership in investigation of Major Unusual Incidents (MUIs) and 
any allegations of abuse/neglect. Ensures that all documentation and reporting 
procedures are followed. In collaboration with the responsible QIDP, supervises the 
ongoing investigations of injuries to residents, known or unknown.  

▪ Chairs the Interdisciplinary Team.  
▪ Answers requests to meet with agency representatives regarding any questions or 

interpretations of Program philosophy and goals. 
o Lead QIDP: This position provides leadership to the Program Team as a Qualified Intellectual 

Disabilities Professional (QIDP), functioning as the Lead QIDP. As such the Administrator 
oversees the QIDPs in: 

▪ Support of individuals, review of data and progress, and revision of plans based on 
individual need and performance;  

▪ Ensures: 
➢ Consistency among external and internal programs and disciplines;  
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➢ Service design and delivery to provide each individual with an appropriate active 
treatment program;  

➢ Any discrepancies or conflicts between programmatic, medical, dietary, and 
vocational aspects of the individual’s assessment and programs are resolved.  

➢ Follow-up to recommendations for services, equipment, or programs.  
➢ Adequate environmental supports and assistive devices are present to promote 

independence.  
➢ Required records are prepared and reports for the Individual Program Plan (IPP) 

process are completed; 
➢ Residents’ rights are maintained, and service needs are provided as identified by 

the Individual Program Plan 
➢ Staff are adequately trained in the active treatment process and other related 

skills. 
▪ Works with other QIDPs and Unit Supervisors in planning and implementing a quality 

program of care for individuals with developmental disabilities in the residential setting.  
▪ Provides oversight to the QIDPs who lead the quarterly and annual review process.  
▪ Leads the Interdisciplinary Team.   

o Planning: Provides oversight to the QIDPs in all tasks related to their work with individuals 
served by Flat Rock Care Center, including in their work on each resident’s Individual Program 
Plan (IPP). Oversees all aspects of IPP implementation, including: 

▪ Ensures Individual Program Plans are written, implemented, and documented on an 
individualized basis. 

▪ Provides oversight for the writing of Individual Program Plans, goals, and procedures; 
reviews and ensures implementation of same. In collaboration with QIDPs, coordinates, 
reviews, and completes final edits of Individual Program Plans.   

▪ Ensures that the Individual Program Plans are created, approved and implemented.  
▪ Ensures that the IPP process is carried out as planned. 
▪ Coordinates services provided by consultants (other than therapies) to residents 

through the program department. 
o Admissions: Assumes responsibility for oversight of intake inquiries, processing applications, 

interviews, pre-admission visits, waiting list, agency/family contacts and meetings with the 
Interdisciplinary Team to ensure a timely decision for appropriateness of intake referrals. 

o Innovation/Sustainability:  
▪ Continually seeks innovative strategies to 

provide the highest quality services to Flat 
Rock Care Center residents and improve the 
operations of the Flat Rock Care Center.  

▪ Seeks ways to creatively use technology, 
volunteers, interns, and other methods to 
improve resident outcomes and quality of 
care as well as to reduce burden on staff.  

▪ Maximizes sustainability in Flat Rock Care 
Center operations, including seeking to 
contain costs, improve revenue, minimize 
waste, and reduce environmental impact.  

o Leadership of Staff:  
▪ Provides training to Flat Rock Care Center 

staff, other staff, parents/guardians, Board, 
and others to ensure compliance with ICF/IID 
requirements.  
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▪ Consistently ensures Flat Rock Care Center staff feel a deep sense of leadership’s 
gratitude for their work.  

▪ Demonstrates and fosters a high level of staff engagement with Flat Rock’s mission, 
vision, and strategic direction through all program efforts. This position will have a key 
role in generating continuing engagement by staff in this life-changing cause, growing 
and developing long-term, effective relationship with them. 

▪ Working with the supervisory team, cultivates a high performance, engaged culture 
among Flat Rock Care Center staff, aimed at reducing voluntary staff turnover and 
improving retention of high performing staff.   

▪ Leads, trains, and coaches Supervisors for continued improved performance in utilizing 
effective human resources practices to motivate, lead, and engage staff to increasing 
levels of quality performance.  Sets an example of effective leadership and management 
for all Supervisors.  

▪ Cultivates a deep understanding among our staff of the needs of the individuals that we 
serve and boldly challenge them to respond with a high level of performance. 

▪ Continually seeks improvements in: 
➢ Developing non-cash benefits, perquisites, incentives, and flexibility for Flat 

Rock Care Center staff in coordination with organizational benefits and policies;  
➢ Creatively positioning and marketing Flat Rock Care Center as an “Employer of 

Choice” for applicants; 
➢ Recruiting to yield a pipeline of high-quality job applicants, leading to the 

highest quality staff available in the current labor market; 
➢ Utilizing the best techniques, selects, hires, orients, and trains Flat Rock Care 

Center staff.  
➢ Increasing onboarding 

success and retention, 
especially first-year 
retention; 

➢ Seeking creative 
staffing patterns and 
workforce planning to 
improve recruitment, 
retention, and to 
minimize overtime load 
carried by Flat Rock 
Care Center staff; 

➢ Communicating with 
staff; 

➢ Training and coaching 
of staff; 

➢ Engaging and 
motivating of staff.  

• Financial Management:  
o Manages a $4.7M+ annual Flat Rock Care Center operating budget (as of 2021). Seeks 

continuous improvement in financial management for the Flat Rock Care Center, including 
maximizing revenue opportunities and containing costs without adversely impacting quality.  

o As a member of the Senior Leadership Team, provides input into the annual Flat Rock 
organizational budget process.  

o Serves as signer for relative bank accounts.  
• Senior Leadership:  
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o As a member of the Senior Leadership Team, provides input and leadership to the overall Flat 
Rock organization.  

o Reviews, develops, revises, and recommends to the President/CEO changes in 
policies/procedures as well as suggest innovative strategic initiatives of the organization and 
the Flat Rock Care Center.  

o Actively participates, providing input to the President/CEO and Senior Leadership on ways to 
improve, revise, or add to the effectiveness of Flat Rock operations, staff development, or other 
areas in which Senior Leadership Team works together. Continually works with the team to 
improve quality of services, innovation of programs, and sustainability of the organization.  

o Works collaboratively with other Senior Leadership Team members to ensure that staff under 
their supervision are working within the Flat Rock Care Center in ways that coordinate and 
complement with Care Center operations and ensure compliance with ICF/IID regulations.  

o May, at the discretion of the President/CEO, be asked to provide leadership to one or more 
areas as part of the President/CEO’s succession plan.  

o May, at the discretion of the Incident Commander, be asked to provide leadership in one or 
more areas as part of the Emergency Preparedness Plan.  

o Participates as a staff resource to the Flat Rock Ethics Committee. 
• Board Relations:  

o Serves as a member of the Boards’ Services Strategic Priority Work Group and as staff 
support/resource to the Flat Rock Care Center Board.  

o Along with the Senior Leadership Team, serves as a catalyst/inspiration to Board thinking, 
aiding Board members in thinking and understanding policy choices/implications.  

o Quarterly, or as requested by the President/CEO, provides written and oral reports, updating 
the Joint Boards of Directors on Flat Rock Care Center operations.  

o Attends quarterly Board meetings and participates in other Board committee/work group 
meetings as requested.  

o Actively participates in the Joint Boards of Directors’ strategic planning and annual action 
planning process.  

• Other:  
o Attends all mandatory in-services and training programs as scheduled. 
o Performs all essential duties and responsibilities of the position with or without reasonable 

accommodation. 
o Other duties as may be assigned.  

 
Eligibility Requirements: 

• Must be able to meet the following qualifications (as 
well as all other qualifications) as established in 
section 5123-2-08 of the Ohio Revised Code for 
Provider Certification of Agency Providers, including: 

o Has a valid birth certificate; 
o Is at least twenty-one years of age; 
o Has a valid Social Security card and a 

valid government-issued photo 
identification; 

o Has at least: 
▪ One year of full-time (or 

equivalent amount of part-time) 
paid work experience in the 
provision of specialized services to 
individuals with 
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intellectual/developmental disabilities as defined; or  
▪ Four years of experience providing care to a family member (i.e., parent, child, or 

sibling) with a developmental disability; 
o Has at least one year of full-time (or equivalent amount of part-time) paid work experience 

in: 
▪ Supervision of employees;  
▪ Development, oversight and/or supervision of programs or services; and 
▪ Financial management of an organization; 

o Holds either: 
▪ A bachelor’s degree from an accredited college or university; or 
▪ A high school diploma or certificate of high school equivalence plus at least: 

• Four years of full-time (or equivalent amount of part-time) paid work 
experience as a supervisor of specialized services to individuals with 
intellectual/developmental disabilities; or  

• Four years of experience providing care to a family member (i.e., parent, 
child, or sibling) with a developmental disability; 

o Can read, write, and understand English 
at a level sufficient to comply with all 
requirements set forth in administrative 
rules governing the services provided by 
an agency provider; 

o If hired, shall complete:  
▪ Training specified in appendix A 

of the rule;  
▪ Annual required training as 

specified in appendix A of the 
rule; 

▪ If newly appointed, within thirty 
days of hire, Ohio Department of 
Developmental Disabilities’ 
(DODD) web-based orientation 
for Directors of Operations as well 
as DODD’s training in empathy-
based care described in Appendix 
A of the rule.  

o Must be able to successfully pass a 
background investigation in accordance 
with rule 5123-2-02 of the Ohio Administrative Code and consent to be enrolled by the Ohio 
Department of Developmental Disabilities in the Ohio Attorney General’s retained 
applicant fingerprint database known as Rapback.  

o Must not have previously served as Administrator/CEO/Director of Operations for any 
agency provider within the last five years that had its provider certification revoked/not 
renewed.  

 
Desired Candidate Attributes:  

• A passion for communicating the stories of families and individuals whose lives have been transformed 
through the love of Christ and the work of Flat Rock Homes. A fierce desire to be a part of and 
contribute to a Christ-centered, faith-based culture; 

• Commitment to serve and interact with Flat Rock’s individuals, residents, consumers, program 
participants, families, guardians, donors, churches, volunteers and guests with compassion, grace, 
mercy, dignity, and respect; 
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• The ability to initiate and build new relationships with individuals, staff, families, guardians, donors, 
co-workers, and volunteers; 

• Well organized, diligent, and reliable in following through on commitments and assigned work; 

• Able to thrive in a fast-paced environment where multitasking is constant; 

• Proven ability to be a self-starter and to work independently; 

• Occasional travel for in-person events, donor visits, pick-up/drop-off materials or gifts, meetings, 
conferences, and other needs mostly in Northern Ohio/Columbus area will be required.  

• While the position will offer some schedule flexibility and occasional remote work, as a critical worker 
overseeing the work of essential workers, the Administrator will need to be in the office in Flat Rock, 
Ohio, most of working time. When working away from the office, remote connections with staff 
working in Flat Rock and other locations will be required. Must have reliable internet service and the 
ability to use technology at home;   

• Must have experience using email, Microsoft Word, Microsoft Excel, Microsoft 365 or similar suite of 
products, and internet browsers.  

• Experience in the following software package or web-based programs would be helpful: QuickMAR and 
CareTracker.   

• Must have the ability to work a flexible schedule, including nights and weekends, and to respond to 
Flat Rock Care Center emergencies on a 24 hour/day basis.   

• As a member of the Senior Leadership Team: 
o Heart to serve and a head for strategy and innovation; 
o Ability to work collaboratively with other members of the Senior Leadership Team as well 

as to work cooperatively with members of the Joint Boards of Directors, including any 
committees and/or strategic priority work groups; 

o Strong ability to add operational perspective from Flat Rock Care Center while thinking 
strategically about the needs of the entire Flat Rock organization;  

o Have a strong understanding of ministry organizations and the United Methodist Church;  
o Maintain a professional image; 
o Effectively use methods, practices, and procedures of management; 
o Communicate with clarity; 
o Possess high emotional and organizational intelligence with the ability to tactfully work 

within a team and to enthusiastically receive positive or negative constructive feedback 
regarding work products and performance. Regularly seeks feedback and others’ perspective 
that will improve the process or product;  

o Cultivates a reputation for integrity, honesty, and credibility – willing to “walk the walk” 
(set an example); 

o Ability to balance the needs of the overall organization while meeting the needs and 
requirements of the Flat Rock Care Center.  

o  
To learn more about Flat Rock Homes, please 

visit our website. Remember to like us on 
Facebook  or follow us on Instagram or 

Twitter. 

To learn more about working at Flat Rock 
Homes, please watch "Why We Love Working 

at Flat Rock Homes" now playing on YouTube. 

For more information, or to apply for this 
position, 

If after reading this Opportunity Profile you sense 
that your God-given talents/gifts and experience 

http://flatrockhomes.org/
https://www.facebook.com/pg/FlatRockHomes/likes/?ref=page_internal
https://www.instagram.com/flatrockhomes/
https://twitter.com/FlatRockHomes
https://www.youtube.com/watch?v=m2zyzzp2udE&feature=youtu.be
https://www.youtube.com/watch?v=m2zyzzp2udE&feature=youtu.be
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are a good match for this position and Flat Rock Homes, we invite you to begin the inquiry process. All 
candidate information and conversations are handled confidentially.  
 
In order to help us get a more complete picture of you and your interest in this position, provide us with 
the following preferably in one Microsoft Word (.doc or .docx) document: 

 
1. A thoughtfully prepared cover letter, including answers to the following questions:  

a. What is it about this position with Flat Rock Homes that attracts you? 
b. Flat Rock Homes’ mission statement is “…to provide outstanding services which transform the lives 

of persons with intellectual and developmental disabilities, their families and persons with critical 
needs through a dedication of caring and excellence that demonstrates Christian values.”  What is 
your response to this mission? How would you see yourself and your work fitting into this mission 
statement? 

2. A professional resume covering your work experience and educational credentials; 
 

Please do not be overly concerned with brevity in assembling this package of materials. 
While we don’t want to read volumes, we do want you to take the time to share enough meaningful 

information to allow us to get to know you and why you would make a strong 
candidate for Flat Rock Homes. 

 
Submit this to: 

Tami Cummings, Director – Human Resources 
TCummings@FlatRockHomes.org 

In the subject line, please type: “Administrator – Flat Rock Care Center” 
 
 
 

mailto:TCummings@FlatRockHomes.org

