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Position
Overview
Resource Management:

Maintain, update, and expand a comprehensive, reliable, and accurate list of resource and referral

information for ADRC staff and the Public

Contact the community and providers to better understand their agency’s functions as they relate to

ADRC services & referrals

Review materials in our database to ensure they are as up-to-date and accurate as possible

Utilize Inclusion/Exclusion Policy to manage resources included in the databases

Coordinate Resources and Support Tools for ADRC Staff use

Share information and updates with I&As and other staff members

Share information and updates with the public - website, ADRC lobby, and Facebook



Position History
I started April 2023
Resources were previously created and managed by I&As in their spare time, specifically those on the
Resource Committee
Due to other job responsibilities and ever-changing resources I&As reported struggling to maintain up-to-date
information in the database
When I started, the goal was to “catch up”  as quickly as possible. The committee requested that I prioritize
updating ADRC-created documents such as:

Supportive Home Care List
Assisted Living/Nursing Facilities list
MAPC List 



Resource Database
Resources 2.0 is stored in our
shared (H:) Drive, which is
accessible for all ADRC staff, but is
designed mostly for I&As
Organized into 24 main folders of
common ADRC intake topics
There are a total of approximately
1100 resources in 2.0
We have 87 documents in 2.0 that
were created by the Dane Co ADRC
and need annual review and
update, it is my responsibility now
to keep these updated



Example of a 2.0 Folder:
Each folder contains
resources via pdf., word,
email, or website link
They also can have
subfolder topics to help
with the organization of the
information 
The Resource Committee
has approved each item in
the folder, we collaborate
on the placement of the
resource in 2.0 
The Resource Specialist
frequently reviews the
folders to make sure
nothing is added without
committee consent



Example of an Externally Sourced Document in 2.0 (Victim Support Program)
Sourced from DHS, specifically from Adult Protective Services
It could be available in other mediums, for example, it could be a printed
brochure in the ADRC lobby or ADRC File Cabinet for I&As to use in the
community or walk-ins, it could also be available on our website



Example of an Resource created by the ADRC in 2.0 
It could be available in other mediums, for example, it could be a printed brochure in the ADRC lobby or ADRC File Cabinet for I&As to
use in the community or walk-ins, it could also be available on our website
We try to keep our ADRC created documents uniform with the same cover page and heading



Example of an Internal Resource created by the ADRC in 2.0 
Learning tools to help I&As discuss complicated or frequently changing topics



Resource Committee
We meet every other Tuesday
The committee is composed of I&As, Clerical Staff, a volunteer, and Program
Manager Jamie Her
The Resource Specialist creates the agenda, examples of meeting topics are:

Reviewing recently updated ADRC documents/lists for accuracy 
Asking for feedback on 2.0 organization and updates
Reviewing emails/information sent to the committee about potential
resources
Sharing Resource/Agency updates, such as deleted/added resources and
name changes
Deciding which information should be shared with I&As but not added to
2.0

There is a sub-committee called the Inclusion/Exclusion Committee



Inclusion/Exclusion Committee
We meet on the third Thursday of every month
The committee has two I&As and the Program Specialist Jamie Her
When a potential provider requests to be added to our resource database the
Resource Specialist sends them a letter with information about the
inclusion/exclusion criteria and process and a provider request form that they
must complete and return to the Resource Specialist  

The Inclusion/Exclusion policy considers criteria such as: 
Services are provided to adults with disabilities or people who are age 60+ 
Availability to residents of Dane County
Non-discrimination
and other factors 

Exclusion simply indicates that the criterion for inclusion has not been met; it does not
signify a lack of endorsement. If a provider is approved they may be required to
complete additional paperwork to share pertinent information about their services 



Sharing Information with Staff
The Resource Specialist sends monthly Resource Round-up email with any
updates/new information from the month
The Resource Specialist will do presentations at All-Staff meetings talking
through updates and changes made to ADRC created documents
The Resource Specialist rotates through weekly unit meetings to share
updates and hear feedback from staff about resources



Sharing Information with the Public
The Resource Specialist collaborates
with the website team to keep the
“Resources” page updated
The Resource Specialist is a member
of the Facebook Committee and will
create posts about resource updates
to share with the ADRC Facebook
Group members
The Resource Specialist collaborates
with Clerical staff Tiffany to make
sure that we have hard-copies of
resources available 



Behind the Scenes - Master Spreadsheet



Name and 2.0 Location

I&As have access to this document
and can us “Control F” to find
resources and where they are
located



Where is it
 stored?

The Resource Specialist
manages where resources are
located and this part of the
spreadsheet helps when
resources get updated, so we
know where we need to
update them throughout the
ADRC



Document
information and
Updates

I have recently been filling in the
“Date Updated” category to help us
keep track of when documents were
last updated, the hope is that it will
help us track the older documents
I added notes and color code the
“Next Update Due” section



Other Responsibilites
Meet monthly with the Dementia Care Specialist Unit to collaborate on
updating any of their documents. We recently created an event calendar
on our webpage to show when DCS programming is taking place, like
Memory Screens and Support Groups.
Updating our Health/Wellness Resources in the ADRC lobby, rotating
through monthly health topics
Help make Outreach documents and attend Outreach Events to connect
with providers
Update and reformat Disability Benefit Specialist documents
Manage Seasonal folder, keeping the information updated on voting,
holiday meals, special events, tax season, and donated medical
equipment emails



Thank You
Questions?


