
	Northeast Arc, Inc.
JOB DESCRIPTION

	Title:  Direct Support Professional
House Manager, Skills Instructor, Overnight Manager
	Division:  Residential Services and Supports

	Supervised by: Assistant Residential Director/Residential Director
	Supervises:  N/A, support Relief Managers

	Description/Responsibility:  To provide quality living supports and be responsive to individuals.  Teach, support and facilitate choices for people in their homes and within their communities.  

	Duties: 

Knowledge/Skills/Quality of Work:

· Demonstrate and implement knowledge of Northeast Arc Policy and Procedures, Residential Standards as well as funding source regulations
· Understand the clinical and social needs of the individuals receiving services

· Apply a high work standard, establish criteria to achieve a high level of service delivery

· Maintain records for individual bank accounts for each individual in the residence in accordance with Northeast policy and procedures
· Maintain records for an in house budget relative to food and weekend household expenses in accordance with Northeast policy and procedures

· Document accurately and thoroughly in Inter-Team Communication Logs, Health Records, Daily Data Books and Fire Drill Logs as outlined in Northeast Arc Policy and Procedures and ISP documentation

· Work as a part of the residential team and assist peers as needed
· To be on time and prepared to work for each scheduled shift.
· Follow emergency procedures and on call beeper systems.
Rights and Dignity:

· Ensure that the human, civil and legal rights of all individuals are protected
· Teach and promote dignity, rights of choices and reasonable risk with individuals
· Facilitate meaningful community experiences for each individual that fosters skill acquisition, relationship building and independence

· Maintain the confidentiality of each person, their family and the events associated with the home and agency.
· Complete human rights training and officer training.

Responsibilities:

· Serve as a role model for individuals, demonstrating and developing/teaching expected social responses and interactive skills

· Perform all advocacy and case management responsibilities as assigned

· Complete ISP documentation according to Northeast Policies and Procedures and funding Regulations

· Complete incident reports according to Northeast Arc Policies and Procedures and funding Regulations

· Administer medications according to Northeast Arc policies and procedures and MAPs Regulations
· Responsible for carrying out new/changing doctor’s orders—emergency hospital procedures and adhere to emergency procedures and on call beeper systems.

· Contact Nursing Beeper for medical or medication issues.

· Participate in supervision, staff meetings and trainings as scheduled
· Attend trainings as assigned.
· Be knowledgeable of and implement precise feeding programs for individuals.  Prepare meals to be of a specific texture to prevent choking 
· Provide hands-on support at the house including lifting, transferring 
· Be fully trained on techniques involved in physical transfers.
· Be able to lift and/or transfer individuals from bed to wheelchair, wheelchair to toilet/shower; from toilet/shower to wheelchair

· Must have physical capabilities to lift a minimum of 50 pounds, stand for periods of time, bend, push wheelchairs and provide physical intervention if necessary.
· Provide hands-on support to individuals for bathing and grooming needs
· Maintain a clean and healthy work environment
· Maintain agency vehicles through routine cleaning and immediate notification of issues or concerns
· Initiate seasonal maintenance for the house and yards including lawn mowing, shoveling snow, storm windows or screens in place and raking leaves. 
· Be able to evacuate individuals in case of emergency.
· To be on time and prepared to work for each scheduled shift.

· Follow Northeast Arc call-out procedures if unable to work during scheduled times

· Attend weekly staff meetings and trainings as assigned.

Communication:

· Be able to communicate effectively in both written and oral formats
· Know the communication styles of individuals, be able to communicate effectively with the people supported
· Be able to communicate with nurses, give reports to medical professionals.

· Be able to communicate effectively with families/guardians, advocates and Day Services staff. 

· Follows HIPPA and Security Regulation guidelines and maintain confidentiality

· Report behavioral, medical or maintenance issues immediately to the House Director and complete necessary documentation in accordance with Northeast Arc emergency procedures.

· Discuss staff related issues with House Director.

Judgment:

· Be able to make sound clinical decisions and appropriate interventions

· Seek assistance by appropriate people when necessary

· Ensure that individuals are dressed appropriately for weather and activity

· Follow Northeast Arc Extreme Weather policy and procedure
· Follow Northeast Arc Social Media Policy and Procedure
Co-Worker Relations:

· Follow agency standard in Code of Conduct

· Manage interpersonal conflict utilizing standard conflict resolution techniques
· Be able to provide guidance, support and training to coworkers and relief staff.
Any other duties that, from time to time, may be requested.

Safety:

1. Maintain all required certifications as outlined in Northeast Arc Policy and Procedures and funding  regulations, including but not exclusive to:  First Aid, CPR, MAPs, Vehicle Safety, Safety Plan, Human Rights, Behavior Plans, Supportive and Protective Device, Fire Safety.

2. Maintain a valid Massachusetts drivers license

3. Maintain ratios as outlined in contracts with funding agencies
4. To understand that you work for the Northeast Arc and may need to be deployed to another setting during your working times to ensure the safety and well being of the individuals we support.
5. Maintain a safe working environment as determined by the Northeast Arc policies.

6. Follow Universal Precautions at all times.

7. Wear protective equipment ( i.e. gloves, masks, eye wear, back belts, etc.) as necessary.

8. Ensure that emergency exits are clear and accessible at all times.

	Works Closely With: Relief Staff, House Coordinators, Assistant Directors, House Directors, Nursing Case Managers.

	Requirements:  BS/BA preferred, HS Diploma/GED and 3 years Human Service Experience.  A desire to assist people in achieving their dreams and goals.

	UFR job classification: 102
	Overtime status:  Non-Exempt

	Approved by:
	Date: 11/05/2010


