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BECOMING INDEPENDENT JOB DESCRIPTION
POSITION:   Personal Assistant  

PROGRAM:  Becoming Independent Community Living Supports

SUPERVISED BY:  Director of Services

POSITION DESCRIPTION:  Serves as a personal assistant for an individual with developmental disabilities that live independently.  Assist with home and community activities such as shopping, cooking, home cleaning, laundry, medication monitoring, the care of children, and transportation, as needed.  

SALARY:     $11.25-$11.50/hr ($10.69+$10.93/hr. training rate)
   
Exempt position.  

SUMMARY OF JOB EXPECTATIONS
ORGANIZATION:  Ability to set priorities performs job duties in an orderly fashion, and complete job duties with efficiency.

DEPENDABILITY:  Capable of being relied upon; responsible; trustworthy; punctual.

JUDGEMENT:  By analyzing and comparing information or circumstances, consistently chooses courses of action which result in beneficial outcomes to program and program participants.

ATTITUDE:   Ability to demonstrate a mental disposition and overall outlook that is positive, open and supportive of others.

INTERPERSONAL RELATIONS:  Ability to relate well with others and establish positive working relations; cooperative "team player".

COMMUNICATION:   Ability to achieve understanding and exchange of ideas through effective listening and clear timely communication, both verbally and in writing.

INITIATIVE:  Ability to "self-start" without close supervision; self reliance, energy and resourcefulness.

PHILOSOPHICAL COMMITMENT:  Demonstrates through words and actions, an understanding of, and commitment to, the organization's beliefs and goals; advocates on behalf of persons served.

JOB FUNCTIONS
Possesses the skills and abilities specific to the technical aspects of the position:

- Provide physical assistance as needed with personal health and hygiene, including maintaining personal grooming, bathing, and appropriate attire; doing laundry; helping to maintain healthy eating and sleeping habits; monitoring medications.

· Assist service participant in maintaining household in a clean and safe manner, sweeping, mopping, dusting, vacuuming, etc. as needed.

JOB FUNCTIONS CONTINUED
- Assist with nutritional needs of service participant by shopping for groceries, planning menus and preparing nutritious meals.

- Accompany service participant to community events and activities as requested by service participant and Community Support Facilitator.       


- Provide personal assistance and support in other tasks vital to living in the community as requested by service participant and Community Support Facilitator.

- Provide social and emotional support to service participants.

- Establish and maintain effective working relationships with service participant, participant's friends and family, and BI staff.

- Participate in interdisciplinary team meetings and Circle of Support process as requested

 

- Maintain accurate records of services provided.

*See addendum for further delineation of the expectations for this position. 

QUALIFICATIONS AND REQUIREMENTS
EDUCATION:  High School diploma or GED preferred.

SPECIAL SKILLS AND REQUIREMENTS:  There may be special skills or requirements for this position depending on individual client needs.  See Addendum or Job Announcement for special skills and requirements.

EXPERIENCE:   A background in health care services, cooking, or housekeeping is desirable.

OTHER REQUIREMENTS:
a) Possession of a dependable vehicle, a current State of California driver's license, the necessary insurance, and a good DMV driving record may be required.


b) Employee must be fingerprinted due to Federal 


      requirements; a clear criminal record is required.
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