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UNITED COMMUNITY OPTIONS OF MIAMI
EMPLOYEE JOB DESCRIPTION
NAME:                                                              



DEPARTMENT:   RESIDENTIAL                __                                                                              

POSITION:   DIRECT SUPPORT INSTRUCTOR



DATE EMPLOYED: _             ____________

	Specific Duties & Responsibilities

	1. Works in a team like manner.

	2. Reports absences at least 2 hours before beginning of shift.

	3. Completes timecards accurately.

	4. Is safety conscious at all times.

	5. Handles all intra-office mail properly.

	6. Attends all meetings and trainings as scheduled and keeps discussions confidential.

	7. Leaves work area clean each day.

	8. Obtains and provides receipts for all petty cash.

	9. Does not borrow or loan out residents’ property or money, and 
does not accept gifts from residents or their families without approval.

	10. Does not receive more than 3 emergency calls/beeps during shift, and keeps calls to less than 3 minutes.

	11. Treats residents in a respectful and positive manner, and in a 
proper tone of voice.

	12. Maintains confidentiality of all resident information, and respects residents’ privacy.

	13. Encourages appropriate interactions with residents in the home and in the community.

	14. Offers residents verbal assistance first, engages residents in conversation regularly throughout shift, and follows established guidelines for assisting residents in the bathroom.

	15. Encourages residents to participate in table games, and plays 
the games with them.

	16. Submits suggestions or info for newsletter.

	17. Handles seizures appropriately and completes seizure reports 
accurately ASAP the same day.

	18. Follows established emergency procedures.

	19. Provides first aid accurately.

	20. Is prepared for outings (i.e. sunscreen, hats, appropriate dress, etc.).

	21. Monitors residents’ medical conditions and documents concerns appropriately.

	22. Follows Universal Precautions.

	23. Implements IPP programs accurately.

	24. Implements behavior programs accurately and notifies CBA when restrictive measures are utilized.

	25. Completes data for behavior programs accurately.

	26. Utilizes T.E.A.M. techniques when necessary.

	27. Completes UIR’s accurately, completely and promptly when necessary.

	28. Completes Daily Shift Report in detail.

	29. Reads and follows communication log books at the beginning of the shift.

	30. Reports building and vehicle maintenance issues appropriately.

	31. Serves meals according to portions indicated on the menu and assists residents during meals (i.e. cut meat, feed resident, etc.).

	32. Eats meals with residents.

	33. Offers alternative meal to residents who do not wish to eat meal served.

	34. Prepares and handles food appropriately and stores leftovers in covered containers.

	35. Assists residents with laundry.


SPECIFIC DUTIES & RESPONSIBILITIES



 Job Title:  DIRECT SUPPORT INSTRUCTOR   




Supervisor:  HOME MANAGER                          



Dept/Div.:  RESIDENTIAL/DIV. 1111                    





 XX       Non-Exempt (hourly) 

	36. Fuels van when ½  full and writes van or tag # on charge slip.

	37. Observes all vehicle transportation guidelines (i.e. completing mileage log, ensuring seatbelts are fastened appropriately, ensuring no eating, drinking or smoking on the van, etc.).

	38. Operates hydraulic lift safely and appropriately and uses wheelchair locks at all times (if equipped).

	39. Calls police and supervisor immediately in case of vehicle Accident.

	40. Interacts with consumers in an appropriate and positive manner, fostering independence.

	41. Implements and/or supports behavioral interventions as recommended.

	42. Performs all other related duties as assigned.


QUALIFICATIONS:(Education/Experience/Licenses/Personal Characteristics)

Non-Exempt hourly                    
DIRECT SUPPORT INSTRUCTOR                               





(POSITION)

1. High School Diploma or GED required
                                          

2. 1 year experience working with developmentally disabled adults required or inmedical, psychological, nursing or child care setting. (30 semester hours or vocational/ technical training that equals 45 quarter hours or 720 classroom hours, may substitute for 1 year experience.        

3. Ability to read and write in English                                                                    
4. Must be flexible and willing to learn
                 
5. Valid Florida driver’s license, 3 years driving experience and an acceptable
6. MVR; If transport of consumers proof of insurance and car registration required. 
7. Lift/Transfer adults in program weighing over 100 lbs. with partner

8. Ability to perform and complete team training.
9. Meets DCF Background clearance criteria

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.
                                   
                                      
                                        
___________________                            Employee

Date


Supervisor

Date
                                   
                                      
                                        
___________________                        Director


Date


Executive Director 
Date    
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