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UNITED COMMUNITY OPTIONS OF MIAMI, INC.

EMPLOYEE JOB DESCRIPTION
NAME:                                                              



DEPARTMENT: SUPPORTED LIVING    __                                                                              

POSITION:   SUPPORTED LIVING HOURLY           



DATE EMPLOYED: _             ____________

	Specific Duties & Responsibilities

	ALL SHIFTS:

 1. 
Observe individual in home setting.  Report information requested.

	 2. 
Prepare meals following planned menu.

	 3. 
Assist in such a way that will encourage independence.

	 4. 
Assist with medication administration, strictly follow MAR.

	 5. 
Request supplies promptly (medical, recreational, household). 

	 6.
Maintain the communication book & checklist daily.

	 7.
Report unsafe situation immediately, including low/high sugar shortness of breath, medication questions.

	 8. 
Perform general cleaning by cleaning up after yourself. 

	 9. 
Attend staff meetings and in service workshops as required.

	10. 
Take out all trash at the end of your shift.

	11. 
Handle petty cash/client funds following correct procedures.

	12. 
Follow universal precautions at all times.

	13. 
Create a happy homelike environment; which empowers the individual and offers a lot of choices.

	14. 
Interacts with consumers in an appropriate and positive manner, fostering independence.

	15.
Provide transportation, if requested.

	16.
Perform all other housekeeping jobs as needed.

	17.        Perform all other related work as required 

	18.        Calls in and out correctly.

	WEEKDAY MORNING STAFF 

 1.
Prepare Breakfast and clean up area. 

	 2.
Clean kitchen.

	 3.
Cleaning – responsible for entire bathroom area including closets, linens dusting, bed making, including Bathroom area must be clean and dust free.

	 4.
Assist with hygiene/grooming.

	 5.
Assist with getting consumers ready to go to work.

	 6.
Assist with preparing lunch.

	 7.
Assess medical condition (Breathing, sugar level, etc). Ensure Carl’s dressed neat, clean, pressed and appropriate for weather

	WEEKDAY EVENING STAFF 

 1.
Prepare Dinner.

	 2.
Assist with hygiene/grooming.

	 3.
Cleaning- responsible for entire kitchen area including stove, oven, microwave, fridge, kitchen cabinets, floor, etc.

	4.
Provide creative evening activities to reduce boredom.


SPECIFIC DUTIES & RESPONSIBILITIES

Job Title: COMPANION / IN HOME SUPPORT
Supervisor:  DIRECTOR OF SL                          
Dept/Div.:  SUPPORTED LIVING                       
 XX       Non-Exempt (hourly)
	5.
Prepare shopping list.

	6.
Assess medical condition (Breathing, sugar level, etc). 

	SATURDAY/SUNDAY MORNING 

 1.
Assist with grooming and hygiene as needed.

	 2.
Prepare breakfast and clean up area.

	 3.
Cleaning- responsible for living room, dining area including dusting, wiping down finger prints off wall, televisions, mirror, table etc.

	 4.
Grocery shopping.

	5. Laundry- washing, pressing, discard torn or stain clothes (with permission).

	 6.
Encourage outings, especially groups, clubs where the individual can socialize.

	 7.
Clean Patio/Balcony area weekly.

	 8.
Assess medical condition (Breathing, sugar level, etc).

	SATURDAY/SUNDAY EVENINGS 

 1. 
Prepare dinner and clean up area.

	 2.
Assist with hygiene and grooming as needed.

	 3.
Finish laundry including folding, ironing and keeping closet neat.


SPECIFIC DUTIES & RESPONSIBILITIES

Job Title: COMPANION / IN HOME SUPPORT
Supervisor:  DIRECTOR OF SL                          
Dept/Div.:  SUPPORTED LIVING                       
 XX       Non-Exempt hourly
QUALIFICATIONS:(Education/Experience/Licenses/Personal Characteristics)

Non-Exempt hourly 
PCA/COMPANION/INHOME SUPPORTS

(POSITION)

1. Must have a valid driver’s license with a good driving record and minimum of 3 years driving experience. 
2. Have a HS diploma or GED and have at least one year of verifiable experience working directly with individuals receiving services in a medical, psychiatric, nursing or childcare setting or working with recipients who have a developmental disability. In lieu of the required work experience, providers and employees may have 30 semester hours, 45 quarter hours or 720 classroom hours of college or vocational school. 
3. Must pass a background and drug screening. 
4. Meets with consumer approval

5. Reliable transportation (acceptable MVR, Proof of car insurance and registration, 3 years driving experience) and required to transport consumers unless waived by Director.

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 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 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    


