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UNITED COMMUNITY OPTIONS OF MIAMI
EMPLOYEE JOB DESCRIPTION
NAME:                                                                                  


DEPARTMENT:   ADULT PROGRAM                                                                                         

POSITION:  DIRECT SUPPORT INSTRUCTOR-ADT____


DATE EMPLOYED: _             ______

	Specific Duties & Responsibilities

	  1)
Start adult to work immediately.  

	  2)
Teach all new contracts to adults.

	  3)
Supply adult with needed materials (as deemed necessary).    

	  4)
Assist adult in getting needed material.          

	  5)
Count adults' work regularly.     

	  6)
Record adults' productions on piece-rate sheets.

	  7)
Closely supervise and assist adults at lunchtime.

	  8)
Closely supervise and promptly assist adults in the bathroom.

	  9)
Work cooperatively with team partners.

	10)
Assist adults in maintaining a neat and organized work station.

	11)
Report to work area promptly and maintain work station.

	12)
Communicate with appropriate staff on a daily basis.

	13)
Participate in a weekly meeting with workshop staff.

	14)
Implement Behavior Programs and record adult's behavioral data.

	15)
Assist all professional staff in establishing a relationship which is conducive to positive working situation.

	16)
Monitor and follow-up on procedures that relate to the well being of the adults (adaptive equipment, social services concerns and/or medical concerns).

	17)
Report any problems that occur in the workshop or van immediately to appropriate staff members.

	18)
Keep record of assigned adult work attendance sheets on a daily basis; turn in to office on a weekly basis to appropriate staff members.

	19)
Complete ABC Sheets as necessary.

	20)
Initiate positive & appropriate interactions with adults.

	21)
Update PCI Manual monthly.

	22)
Maintain training record sheet.

	 TRANSPORTATION
  1)
Driver or aide assists adults/children in safe manner (i.e. holding each child by the hand, not leaving children unattended, strapping children in car seats, adults in seatbelts.)

	  2)
Driver and aide must insure that the van/bus is empty upon route completion and that no children/adults remain on the van/bus.

	  3)
Driver or aide maintains van in clean and safe condition.

	  4)
Driver or aide is courteous to parents/adults.

	  5)
Punctual in picking up aide and adults.

	  6)
Notifies parents of any changes regarding run.

	  7)
Notify administration of mechanical failures or needs.

	  8)
Notify administration of any address changes or route changes prior to implementing changes.

	  9)
Is responsible for first aid kit, fire extinguisher, spare tire, and jack.

	 10)
Does NOT use van for personal use.

	11)
Completed Transportation Daily Attendance Log accurately, submits daily and identifies problems/issues in comment section.


SPECIFIC DUTIES & RESPONSIBILITIES



Job Title: DIRECT SUPPORT INSTRUCTOR-ADT  




Supervisor:  DIRECTOR OF ADULT DAY TRAINING PROGRAM


Dept/Div.:  ADULT PROGRAM/DIV. 113                     





       XX     Non-Exempt (hourly)  

QUALIFICATIONS:(Education/Experience/Licenses/Personal Characteristics)
Non-Exempt (hourly)
DIRECT SUPPORT INSTRUCTOR-ADT
(POSITION)

1. High school diploma or GED required

2. Minimum 2 years’ experience required working with (developmentally disabled persons, Medical, Nursing, psychological, or child care.) 

3. Ability to read and write in English 

4. Valid Florida Driver’s license required, and acceptable MVR 

5. Lift/Transfer adults in program weighing over 100 lbs. with partner 

6. Ability to perform and complete team training.

7. Must be flexible and willing to learn


JOB DESCRIPTION COMMITMENT:

A. 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 details considered necessary to describe the principal functions of the job.  It should not be construed as a complete description of all the work requirements that may be inherent to the job.
B. As an employee of United Community Options, I understand that I am required to report to work (before, during and after) a period of civil unrest or natural disaster in accordance with the agency emergency procedures.

C. As an employee of United Community Options, I am aware of and committed to a Drug Free Workplace.

D. As an employee of United Community Options, I am aware of the reasonable risk of exposure and of the probability of exposure to bloodborne pathogens relative to my specific job duties.  I have been trained on the use, purpose and location of personal protective equipment (PPE) and may use additional PPE as I wish.

E. As an employee of United Community Options, I understand I am required to comply with all safety and health related policies. 

SIGNATURES:  Sign and Date at review meeting.
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______________________
_______________
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______________________
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Executive Director 
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