
           
UNITED CEREBRAL PALSY OF BROWARD COUNTY, INC.


POSITION DESCRIPTION 
Position Title:_       Senior Transition Specialist/Job Coach

Employee: ___

 _______________________________________________________________     
Department:    S.T.E.P.  After School                  Location:      Broward________________
This position reports to:   S.T.E.P.  Program Coordinator                           
Date of Position:______________________  Date of Hire:________________________
(1)
Position Statement:  Responsible for assisting in the implementation of the  Lift Program, staff supervision, conducting intakes and maintaining safety and well being of children per Funder.
(2)
Responsibility for Personnel Supervised:
Hourly Non-exempt     X        Salaried Exempt               Salaried Non-exempt             
(3)
Vacation Schedule:
See personnel policies
(4)
Key Working Relationships:

(a)  Internal:
Director, Program Coordinator, Teacher, 
(b)  External:
 Parents/Guardians, and School personnel.
(5)
Education & Experience Requirements.
(a) Education: BS/BA Degree in education, psychology, child development, or related field.  
 (b)  
And or Experience: Minimum 2 years’ experience working with students ages  16-22 with developmental disabilities with medical involvement’s and challenging behaviors 
Position Title:   Senior Transition Specialist/Job Coach  (S.T.E.P. Program) 
SPECIFIC DUTIES
Student Responsibilities:

· Coordinate intakes of applicants.

· Monitor student progress, provide direct care and programming as well as communicate student’s progress to parents and guardians.
· Assist in developing individual student implementation plans for each intern.  
· Record feedback regarding student’s performance in records.                       

· Maintain files on all students with case notes, intakes and progress reports.
· Promote positive behavior from all students and strengthen conflict resolution
· Maintain weekly meetings with Social Worker over any student’s issues.
Program Responsibilities:

· Plan and implement activity schedule weekly for each student providing a variety of transition activities.  
· Maintain close communication over program operations with Program Coordinator on a weekly basis.

· Maintain daily job task progress reports.  Submit on a monthly basis for billing purposes.
· Ensure program and records are maintained and in compliance with all applicable licensure and contract standards.  
· Provide educational opportunities within the program and maintain developmentally appropriate vocabulary and a positive tone at all times. Ensure participants are provided with materials, arts and crafts supplies, etc.

· Maintain rapport and communication with Families, School and CSC personnel.  Respond to request professionally and in a timely manner.
· Participate in Program’s events and activities.
· Willingness to work outside normal school days as needed. 

· Implement Program curriculum by creating interesting and educational activities meeting program and intern’s goals.

· Develop and maintain accurate case notes on student’s development, family communication and student’s individual goals.

· Performs other related duties as assigned.

United Cerebral Palsy of Broward County, Inc. is in full compliance with the Americans with Disabilities Act (ADA) and does not discriminate with regard to applicant or employees with disabilities and will make reasonable accommodation when necessary.  The following are abilities and physical requirements for this position at United Cerebral Palsy of Broward County, Inc.
-
Ability to orally communicate effectively with others, with or without the use of an interpreter.

-
Ability to communicate effectively in writing, using the English language, with or without the use of auxiliary aids of services.

-
Ability to work cooperatively with all levels of staff.

-
May be exposed to short, intermittent, and/or prolonged periods of sitting and/or standing in performance of job duties.

-
May be required to accomplish job duties using various types of equipment / supplies to include, but not limited to, pens, pencils, calculators, computer keyboards, telephone, etc.


JOB DESCRIPTION COMMITMENT
I have read and am fully aware of all the responsibilities indicated in this position description, and I acknowledge the fact that I will be held accountable for insuring that all duties are carried out as deemed appropriate.  The job description reflects the general detail considered necessary to describe the principle functions of the job.  It shall not be construed as a complete description of the work requirements that may be inherent to the job.

                                                         

_________________________________
Employee






Date

                                                        

__________________________________
Supervisor






Date
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