Crest Services

Job Description

Job Title: Consumer Support Staff

Department:  Home and Community Based Services (HCBS), Chapter 24 SCL and RCF/MR homes

Reports To: Administrator or Program Director
FLSA Status: Nonexempt

Prepared by: DC, JC and LS

Prepared Date: 11/18/03

Approved by: Mgt Team

Approved Date: 12/03
SUMMARY

The Consumer Support Staff (CSS) is a staff position hired to assist in the provision of direct support services for consumers.  The primary responsibilities of the CSS include a variety of skill training projects, support for recreational and leisure and direct interactions with the consumer.  Entry level position, but the most critical to quality care.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other duties may be assigned.

Consumer Supervision and Support

· Understand and follow the rights and responsibilities of the individual consumers and help each consumer exercise his/her own rights and responsibilities, including knowledge of the release of information and limitation of rights.

· Assist individual consumers to understand and take their medications correctly and/or administer medications correctly.

· Assist each consumer in fulfilling their desires by working towards his/her personal outcomes.

· Enhance opportunities and foster independence for each consumer by instructing him/her in acquiring new skills.

· Will use real life situations (teachable moments) to help the consumers learn skills and become more independent.

· Display consistently courteous and respectful interactions with all consumers, will use a positive approach and encourage consumers to make informed choices.

· Offer information to consumers so they are able to make informed decisions, understand and experience natural consequences, and be successful in the community, including budgeting their resources.

· Assist the consumers with their personal care as needed.

· Communicate respect to the consumer by being a positive role model in the manner in which you act, dress and speak while with the consumers.  Consumer information must only be shared on a “need to know” basis.

· Make reasonable decisions in keeping with the philosophy of enhancing opportunities, fulfilling desires and creating success.  Identify and encourage the expression of consumer opinions.

Safety

· Help ensure the safety of the consumers and train individual consumers in their awareness of safety issues.

· Demonstrate risk management for consumers, peers and visitors by modeling, educating, detecting/reporting and follow-up.  Includes use of emergency pager systems and sanitation.

· Consistently follow standards of driving set forth by the DOT, including use of seat belts, speed, etc.  In addition, follow Crest Services Motor Fleet policy for passenger safety and maintenance of vehicles.

Peer/Supervisory Communication, Initiative and Follow-Through

· Work willingly and cooperatively with team members.

· Listen to constructive feedback from supervisors and will make an effort to follow the supervisors’ directives.

· Respectfully communicate to the supervisor on an ongoing basis as to the needs of the consumers and their interagency team.

· Follow all written and verbal instructions from the supervisor or their designee.

Communication, Initiative and Follow-Through

· Record objective notes about each consumer’s activities, while working, that reflect the consumer’s progress towards their personal outcomes

· Follow all mandated medication and health and safety documentation procedures.

· Complete all assigned duties and complete the needed documentation.

· Record the progress of the consumers toward meeting their outcomes.

· Assist consumers with the timely and accurate recording of all deposits and purchases.

· Complete the appropriate documentation for agency and personal vehicles each time they are driven.  Assist with the upkeep of company vehicles.

Other Duties

· Work diligently to incorporate the spirit and intent of the mission of the organization into daily work.

· Attend all staff meetings and mandatory training or follow make up meeting guidelines.

· Work hours as assigned and accurately report the same.

· Complete all assigned training and re-certifications as scheduled.

SUPERVISORY RESPONSIBILITIES

This job has no supervisory responsibilities.

QUALIFICATIONS

· To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  

· Ability to work with limited supervision.  Become a self-managed team member.

· Ability to work alone as assigned.

EDUCATION AND/OR EXPERIENCE

· Must be 18 years of age with a high school diploma or general education degree. (GED).

LANGUAGE SKILLS

· Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports.  Ability to speak effectively with consumers and employees of the organization.

MATHEMATICAL SKILLS

· Ability to add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions and decimals.

REASONING ABILITY

· Ability to define problems, collect data, establish facts and draw valid conclusions.  Ability to assess consumer safety, level of functioning and health and to identify and respond appropriately to crisis situations.  Ability to interpret an extensive variety of behavioral programming instructions as well as contribute to the design and modifications of consumers’ programs.  It is important that all Consumer Support Staff understand their boundaries and the impact their decisions will have on our mission, values and reputation.

CERTIFICATES, LICENSES, REGISTRATIONS

· This person must meet the company’s Motor Fleet Safety Policy eligibility requirement privileges in the State of Iowa unless exempted in writing by Crest Services

· This person must be certified free of communicable diseases by a medical professional, if required by regulation or by Crest Services.

· Upon request, must receive Medication Manager Certification.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of the job, the employee is regularly required to sit, talk or hear and taste or smell.  The employee frequently is required to stand; walk; use hands to finger, handle, or feel; and reach with hands and arms.  The employee is occasionally required to climb or balance and stoop, kneel, crouch or crawl.  The employee may occasionally lift 50 or move more than 100 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust focus.  On occasion, with training, may be required to physically restrain a consumer.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is occasionally exposed to outside weather conditions.  The noise level in the work environment is usually moderate.

OSHA CLASSIFICATIONS

This position requires tasks, which routinely involve a potential for mucous membranes, or skin to contact: blood, body fluids, and tissues or potential spills or splashes. Use of appropriate measures is required for every health care provider in this position.

NOTICE OF RECEIPT AND COMPREHENSION

I have read and understand the preceding Position Description and agree to perform my duties as outlined herein.  I understand that periodic updating of the position description is a normal business practice of Crest Services.  Your relationship as a Crest Services employee is governed by the employee policies of American Baptist Homes of the Midwest, the corporate parent of Crest Services.

Signature and Date

Supervisor’s Signature

Approved 11/20/03
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