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UNITED CEREBRAL PALSY ASSOCIATION OF MIAMI, INC.

EMPLOYEE JOB DESCRIPTION
NAME:                                                              



DEPARTMENT: SUPPORTED LIVING    __                                                                              

POSITION:   SL COACH – HOURLY                



DATE EMPLOYED: _             ____________

	Specific Duties & Responsibilities



	To provide training and support to adults to enable them to live everyday lives as independently as possible.  

 

	1. Conduct successful interviews with Supported Living Referrals. 

	2. Provide a successful transition for new individuals.


	3. Prepare an accurate and complete financial profile on time.

	4. Assist individuals in developing & following a budget for 
monthly expenses.


	5. Assist individuals with household and personal needs and in purchase of these items.

	6. Prepare a complete implementation plan
 on time.

	7. Provide meaningful training. 

	8. Monitor all doctors' appointments.





	9. Check medications regularly and report if errors are noted. Report missing medication to SL Director. 

	10. Assist in arranging or providing transportation for shopping, banking, leisure  activities, doctor's appointments, etc.


	11. Submit well written notes for every contact daily. 

	12. Monitors billable time and stays within authorized hours.

	13. Request additional supports & equipment as needed.

	14. Oversee leisure activities/community integration.



	15. Maintain on-call status and respond promptly.



	16. Adhere to rules & policy outlined in Chapter 10F.11 and "A Guide to Supported Living in Florida".


	17. Handle petty cash/individual funds following correct procedures.

	18. Make birthdays & Holidays special.

	19. Keep fact sheet & medical charts up-to-date.

	20. Responds to voice mail and emails within the same day

	21. Follows procedure for maintaining in home accounts. 

	22. Organizes work for maximum efficiency. 

	23. Interacts with consumers in an appropriate and positive manner

	24. Interacts with support coordinators in such a way to present confidence in the agencies capacity to support the individual

	25. Follows emergency planning.

	26. Completes other related duties as required.  

	27. Report all health and safety concerns promptly (Visitors, Medical and Behavior)


SPECIFIC DUTIES & RESPONSIBILITIES




Job Title:      SL COACH – HOURLY                





Supervisor:    SL DIRECTOR                             




Dept/Div.:       SL/DIV. 1321                                





   XX   Non-Exempt (hourly)

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

Non-Exempt hourly                    
SL COACH - HOURLY
(POSITION)

1. Personal Characteristics such as patience, empathy, problem solving abilities, multi-tasker, organized, inventive, dependable and professional.  In addition, employee must exercise good judgment and discretion.

2. Relevant experience in a similar position, & knowledge of Med. Waiver, etc. preferred.

3. Foreign language and/or ASL are a plus! 
4. Excellent skills: communication, reading, writing and math.

5. Must be able to physically assist consumers as necessary (ie. personal care, shopping, moving & household needs)

6. Must be able to maintain 24 hours on-call  (ie. cellular phone)

7. Must have reliable transportation (clear MVR, Class “E” and own insurance) and able to transport consumers as needed.
8. Have a bachelor’s degree from an accredited college or university, with a major in education, rehabilitative science, business or a related degree. Have an associate’s degree or two years of college from an accredited college or university and have two years of documented direct experience with recipients with developmental disabilities. Have one year of college from an accredited college or university and three years of documented direct experience in working with recipients with developmental disabilities. Four years of direct professional experience in working with recipients with developmental disabilities may substitute for college on a year for year basis. 
9. The provider must hold a HS or GED diploma.  
10. Must pass a background and drug screening.
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 Cerebral Palsy, 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 Cerebral Palsy, I am aware of and committed to a Drug Free Workplace.

D. As an employee of United Cerebral Palsy, I am aware of the reasonable risk of exposure and of the probability of exposure to blood borne 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 Cerebral Palsy, 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    

� EMBED MSPhotoEd.3  ���





Rev.9/2015









_1154856064.bin

