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UNITED COMMUNITY OPTIONS OF MIAMI, INC.

EMPLOYEE JOB DESCRIPTION
NAME:                                                              



DEPARTMENT:   RESIDENTIAL                __                                                                            

POSITION:  PROGRAM SPECIALIST_______



DATE EMPLOYED: _             ____________

	Specific Duties & Responsibilities

	1. In coordination with Coordinator of Behavioral Services, develop new skill acquisition programs.

	2. Develop Individual Program Plans based on functional skill assessments.

	3. Write Quarterly and Semi-Annual Reports, submit for review, and distribute to family and support coordinators.                  

	4. Monitor the implementation of IPP’s.                                                  

	5. Attend Behavioral and other related meetings as requested.

	6. Conduct behavioral observations and complete reports. 

	7. In coordination with Coordinator of Behavioral Services, develop a complete functional analysis of challenging behaviors.  Analyze the information to better understand the purpose of behavior and how to best address it 
programmatically.

	8. In coordination with Coordinator of Behavioral Services, develop behavioral programs.          

	9. Review and assess behavioral data and make adjustments/follow-up to the program as necessary.    

	10. Participate in Local Review Committee Meetings. Present behavioral programs to the committee for approval when necessary. 


	11. Interact with consumers in an appropriate and positive manner, fostering independence.


	12. Maintain appropriate working schedule including evenings and weekends.

	13. Cooperate and demonstrate positive attitude with parents, guardians, and vendors.

	14. Train PCI/BPA staff in skill acquisition and behavioral 
intervention techniques.

	15. Organize at least 1 monthly activities for all group homes.

	16. Facilitate cohesiveness and goodwill throughout all the homes.

	17. Train PCI/BPA staff in skill acquisition and behavioral 
intervention techniques.

	18. Supervise Behavior Program Assistant.

	19. Meet bi-weekly with BPA’s and submit meeting logs to Director.

	20. Facilitate cohesiveness and goodwill throughout all the homes.

	21. Provide Behavioral Supports when necessary.

	22. Coordinate monthly sex education classes.

	23. Performs all other related duties as assigned.


SPECIFIC DUTIES & RESPONSIBILITIES




Job Title: PROGRAM SPECIALIST/BPA SPVR  





Supervisor:    RESIDENTIAL DIRECTOR               





Dept/Div.:          DIV. 1111                                           



Administrative Salaried Exempt

	SUPERVISOR’S DUTIES & RESPONSIBILITIES



	 1. 
Acts as a role model (what & how you do things).

	 2. 
Is a good listener.

	 3. 
Highly ethical in all situations.

	 4. 
Impacts and develops change in a positive manner.

	 5. 
Delegates and monitors tasks and responsibilities in a reasonable manner.

	 6. 
Manages stress and tension effectively.

	 7. 
Provides opportunities and training for promotion.

	 8. 
Utilizes motivational techniques.

	 9. 
Creates and develops opportunities for success and recognizes that success.

	10. 
Written communication is clear, well written and logical.

	11. 
Keeps people informed using various effective means of communication.

	12. 
Plans and leads effective meetings on a consistent basis.

	13. 
Uses effective problem-solving techniques.

	14. 
Addresses personnel related problems calmly and by not taking things personally.

	15. 
Utilizes progressive disciplinary action.

	16. 
Maintains effective supervisor's notebook and/or materials & insures staff maintains supervisor's notebooks via quarterly monitoring.

	17. 
Maintains annual vacation planning calendar & monitors usage of vacation.

	18. 
Performance Evaluations are completed utilizing performance Logs, Merit & Counseling Statements, comparison to previous evaluations    soliciting input from peers & individuals served, distributes & reviews supervisor rating sheet.

	19. 
Insures performance evaluations are thorough, complete and that the review is effective.   

	20. 
Insures applicant interviewing is effective thorough & legal by observing staff & acting as a role model.

	21. 
Updates job descriptions as job duties and responsibilities change for staff.

	22.
Follows Team Pledge.


SPECIFIC DUTIES & RESPONSIBILITIES




Job Title: PROGRAM SPECIALIST/BPA SPVR  





Supervisor:    RESIDENTIAL DIRECTOR               





Dept/Div.:          DIV. 1111                                           



Administrative Salaried Exempt

8/27/09 version: Effective 10/1/09 

	Computer Related Duties and Responsibilities ---Self Assessment

The purpose of this section is to act as a reminder of UCO’s policies that will maximize effectiveness and efficiency of employee’s computer and UCO’s network.  Following these guidelines will protect the valuable information in our computers and save time and resources for you and the IT department. Identify items that need to be a Goal(s) and indicate if you need training.

	1) Archive emails over 3 months old or transfers to H drive personal file

	2) Empty deleted email folder weekly

	3) Protect system by not opening unsolicited emails or downloading freeware or listening to or downloading streaming video

	4) Save emails to H drive personal user file in organized manner

	5) Protect confidential and important  information by saving to H drive personal user file and not C drive

	6) Purge files in H drive personal user file and emails periodically to save space

	7) Use scan feature and printing to copy machine if available

	8) Internet use—plan sessions to be as efficient as possible and closes site when leaving the computer

	9) Restrict internet usage to visiting sites that are related to official work and or work related professional interests; doesn’t use internet for personal business, use streaming banners, listen to iTunes, Limewire, or other music and file sharing websites; access Youtube, Face Book or My Space, play games

	10) Close internet sessions immediately after uses of them

	11) Pay attention to all security related messages that pop up

	12) Use Goodsearch.com as preferred home page but other search engines maybe used

	13) Accept updates from Adobe and Microsoft as they prompted

	14) Keep computer equipment clean and protected from damage 

	15) Do not download or install any type of software without prior authorization from the IT Department. This includes desk top screen savers.

	16) If you suspect you have a virus or malware, turn off your computer and notify the IT Department immediately.

	17) Do not share or leave passwords that can be easily found by others and lock work station 

	18) Do not disconnect or move your computer without prior authorization from the IT Department.

	19) Lock workstation (Alt-Control-Delete) when you step away from your computer to prevent unauthorized access

	20) Use standardized email signature format for emails (name, title, corporation name, program name or department (optional)  address, phone number, fax number, confidentiality statement); don’t use personalized backgrounds, pictures, quotes etc.


SPECIFIC DUTIES & RESPONSIBILITIES




Job Title: PROGRAM SPECIALIST/BPA SPVR  





Supervisor:    RESIDENTIAL DIRECTOR               





Dept/Div.:          DIV. 1111                                           



Administrative Salaried Exempt

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

 

Administrative Salaried Exempt     
PROGRAM SPECIALIST

(POSITION)

1. Minimum BA degree (4 year degree)

2. Certified Associate Behavior Analyst

3. CABA – within 6 months

4. Minimum 2 years of experience

5. Valid Florida Class "E" Driver's License and acceptable MVR.
6. Reliable transportation

7. Excellent written & verbal communication skills
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    

