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JOB DESCRIPTION

JOB TITLE


Direct Support Coordinator 
PROGRAM


Alternative Ventures, SCOPE, AND LEAP Programs
CLASSIFICATION

Nonexempt – Full-time – Union position, SEIU-local 1021 
REPORTS TO


Designated Program Director of the specific Program 

EDUCATION/EXPERIENCE
HS Diploma or GED; Experience in caregiver capacity a plus.
PREFERRED:
Preferred Education: Two years at an accredited college or university or an AA degree in the field of study; (psychology, social work, or other human services). 
Preferred Experience: Two (2) years’ experience with individuals with developmental disabilities. Experience may be in-lieu of education.
OTHER:
Valid California driver's license, safe driving record and current proof of insurability if driving on agency business. Current Adult First Aid and CPR Certifications a plus, otherwise training will be provided to obtain this certification.  Must be able to pass Live-Scan/background check. Clear communication skills; both oral and written. Computer proficiency necessary.
BASIC FUNCTIONS
DSC primary responsibility is to provide in-person services to our client population.  At the direction of the Program Director and in compliance with the program design and guidelines, our services offer a variety of activities including, life skills learning lessons and social and cultural activities to train and improve life skills and overall quality of life experience of individuals with intellectual and developmental disabilities.  This is accomplished by performing the following personally or through subordinate supervisors.
GENERAL DUTIES AND RESPONSIBILITIES SPECIFIC TO ALL PROGRAMS
· Care of persons served while in program. Ability to adapt instructional techniques to various disability perspectives and experiences.  Supervises and assists assigned clients in the performance of community projects and supports engagement with other community members.

· Develops, plans, and initiates a broad brush of activities or projects for the clients to provide an impactful experience in the following areas: recreational, social, cultural, domestic, volunteer, vocational, and community services domains under the direction of the Program Director/designee.

· Plan and initiate a broad brush of activities or projects for the clients to provide an impactful experience in the following areas: recreational, social, cultural, domestic, volunteer, vocational, and community services domains under the direction of the Program Director/designee.
· Co-develops, implements, monitors, and participates in pre-client case reviews and goal planning for assigned clients. Maintains, coordinates, and communicates with the Program Director or designee when preparing for quarterly, semi-annuals and annual reviews for the client.
· Maintains Therap on-line client records. Responsible for all other supporting documents required of the program specific to program design and licensing compliance or is requested by the supervisor.
· Monitors and assists with individual client transportation to and from community settings where possible.
· Maintains an elevated level of safety and security according to The Arc of the East Bay and community site standards.  Ensures that all health and safety standards are being met, emergency procedures are known, and participates in regular emergency drills.
· Assist as needed other staff with behavioral interventions by, but not limited to redirection, refocusing, prompting, intrinsic and tangible rewards systems, etc. to maintain clients in program. Engage in respectful communication, using person-first or preferred language, maintain confidentiality and support privacy. Assist the client to lead and steer the discussions about their lives.
· Always maintains valid First Aid/CPR certification.  Ensures the rights of persons served under Title 17 & 22 are adhered to.
· On-the-job / In-service training: Required to participate and complete all required training course work in method and materials curriculum development or vocational rehabilitation for people with intellectual and developmental disabilities. 
· Other duties may be assigned.  Provide input to management and staff when writing evaluations made on individuals to ascertain types of work recommended and limitations due to specific disability.
ADDITIONAL DUTIES AND RESPONSIBILITIES SPECIFIC TO LEAP PROGRAM

· The program is community based five days a week. Assist the client to become more integrated into their community by maximizing the person’s strengths, interests, and abilities.  The aim is for the person to direct their own activities that create a meaningful life including contributing to the community and developing relationships. 

ADDITIONAL DUTIES AND RESPONSIBILIES SPECIFIC TO THE SCOPE PROGRAM

· Staff are required to assist the client with toileting and transferring as needed.  All staff should seek assistance from other staff members to ensure the safety of the client and staff when performing these activities.
ADDITIONAL DUTIES AND RESPONSIBILITIES SPECIFIC TO AVP PROGRAM 

· Staff are required to write to and present curriculum for in-person and on-line classroom instruction as needed.
  

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, skills and/or abilities required.  Reasonable accommodation may be made to enable individuals with disabilities to perform their essential functions.

LANGUAGE SKILLS
Ability to read and comprehend simple instructions, short correspondence, and memos.  Ability to write simple correspondence.  Ability to effectively present information in one-on-one and small group situations to customers, clients, and other 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 apply common sense, understanding to conduct detailed but uninvolved written or oral instructions.  Ability to deal with problems involving a few concrete variables in standardized situations.

PHYSICAL RESPONSIBILITIES
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 this job, the employee is regularly required to walk, talk, or hear, and taste or smell.  The employee frequently is required to stand; use hands to finger, handle, or feel and reach with hands and arms.  The employee is occasionally required to sit and stoop, kneel, crouch, or crawl.  The employee must frequently lift and/or move up to thirty pounds and occasionally (due to client’s needs), lift and/or transfer them with assistance of others.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus. 
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 regularly exposed to outside weather conditions.  The noise level in the work environment is usually moderate.
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