Position Description — Day Services Specialist

Job Location: 700 N. 3" Street

Leavenworth, KS 66048
Position is also community based.

Work Hours: 40 Hours per Week Position
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Flexible schedule, hours may change based on the needs of persons served receiving ADP, SL and Day services. Hours will normally
be between 6:00 a.m.—8:00 p.m., not to exceed 40 hours per week unless overtime is required. Required to work weekends, as
scheduled.

JOB DUTIES AND EVALUATION WEIGHTS OF POSITION

* Act as an advocate, teach and facilitate self advocacy. Treat people with dignity and respect and consider the wants and needs of individuals
served. Insure health and safety of persons served; must be able to perform First Aid, CPR and all technical MANDT techniques. Must be able
to work one on one with persons served in all day program areas.

*SUPPORTED LIVING: Provide training, support and assistance as needed in the following areas: money management, home management,
personal hygiene, medication administration, recreation/leisure activities, safety practices and many other skills necessary for person-served to
live as independently as possible. Transport designated persons served to and from and assist at medical appointments, as needed.

*WORK SERVICES: Responsible for sheltered workshop activities to include: assure contract work meets the prescribed quality control
criteria; assure contract deadlines are met; assist with production to include lifting up to 50 Ibs. Implement down-time activities during non-
production time. Perform duties of janitorial cleaning crew supervisor as assigned to include: Provide on site supervision to person-served at
all work sites. Inspect daily all work performed to ensure that deficiencies are kept to a minimum. Develop and implement enclave schedules.
Assure necessary cleaning supplies are available following prescribed purchasing procedures. Provide transportation for individuals to and
from job sites. Assist individuals with personal hygiene needs, to include lifting and transferring bathing and toileting. Assist in life skill
training as applies to sheltered workshop services. Assure individuals time sheets are completed daily and are accurate. Maintain time studies,
prevailing wage information and individual’s performance evaluation. Daily complete trainee payroll and attendance in a timely manner to
include: Insure information is complete and accurate. Enter payroll into computerized payroll system. Route attendance for day services to
appropriate department. Meet Department of Labor Special Minimum Wage Requirements to include completing the following: Trainee
hourly rating studies as needed; trainee six-month performance evaluations; annual prevailing wage study; maintain documentation as required.

*ALTERNATIVE DAY PROGRAM: Assist person-served in community involvement and leisure activities. Provide daily assistance to
persons-served. Responsible for documentation and paperwork. Mobility (lifting and transferring). Assist individuals with personal hygiene
needs, to include bathing and toileting. Assist in life skill training as applies to alternative day services.

*As assigned, provide assessment and outcome/action steps recommendations to the service coordinator. Provide feedback on individual
progress to Service Coordinator. Notify service coordinator as action steps are completed and recommend new action steps. Implement
prescribed training programs with individuals as outlined in their service/support plan. Participate in PCSP process.

*Assure individuals safety. Administer medications or oversee individuals served in taking medications. Maintain required documentation.
Address and manage disruptive/aggressive behaviors or situations. May need to use crisis intervention techniques. Able to work
independently to assure health and safety needs of persons-served are met to include but not limited to completion of and follow-up on monthly
health and safety inspections. Assist person-served in developing natural supports in their communities.

*Provide transportation for person-served as assigned. Pickup and deliver production materials as assigned.

The position may be assigned other duties by the Day Program Director.

*Essential Functions
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SUPERVISION RECEIVED
. Day Services Manager and Program Director

SUPPERVISION GIVEN
. Individuals with developmental disabilities working at the sheltered workshop, community enclave, persons-served in community job sites and individuals in
supported living programs or the Alternative Day Program.

RESULTS OF AN ERROR IN ACTION OR DECISION
e  The health and safety of individuals served could be put at risk. Interruption of individual served programming, non-compliance with regulatory agencies, failure
to meet licensing requirements, possibility of individuals served regressing to a more dependent living situation, failure to adequately reimburse trainees,
potential loss of special minimum wage certificate and possible disciplinary action.
e Production may be of poor quality and deadlines may be missed, contract loss, or loss of person’s-served employment.

HAZARDS AND RISKS OF POSITION

Due to the nature of the position, complete confidentiality is required. Breach of confidentiality may lead to immediate dismissal.
Frequent changes in schedule.

Employee may perform tasks that put themselves at risk of exposure to blood-borne pathogens and infectious materials.

When necessary, implement MANDT physical crisis intervention techniques when dealing with individuals-served that are upset.
Heavy lifting from floor to above ahead, pushing, pulling, twisting, stooping and bending. Constantly on feet and in motion.

May be required to work in hot and/or damp environment with water and mild chemicals.

EQUIPMENT USED
e  Telephone, calculator, computer, copier, household appliances, commercial dishwasher, heat tunnel, L-sealer and other equipment depending on type of work.

MINIMUM EDUCATION AND PREFERRED EXPERIENCE
e Graduation from high school or G.E.D.

CERTIFICATES, LICENCES OR TRAINING REQUIRED
. Valid Driver’s License with zero capital and less than 3 moving violations (prior to employment).
Insurability through the Corporation’s auto insurance. Must obtain a CDL.
Pre-Employment, random, and post-accident drug testing required.
K.B.l., Child Abuse and Neglect Central Registry, Adult Abuse and Neglect Central Registry and Health Occupations Credentialing.
In-services as required by supervisor.
Must pass pre-employment and bi-annual Department of Transportation Commercial Driver Fitness Determination Examination.
Must pass pre-employment physical capacity testing by meeting the Level 3-Medium Strength Requirement Classification Criteria (published by U.S.
Department of Labor) Level 3 - Medium Work: Exerting 20 to 50 pounds of force occasionally, and/or 10 to 25 pounds of force frequently, and/or greater
than negligible up to 10Ibs of force constantly to move objects.
e  Must attend and pass CPR, First Aid, Mandt, and Medication Administration training.

THESE QUALIFICATIONS AND RESPONSIBILITIES MAY BE CHANGED AT ANY TIME TO SUPPORT AND ENHANCE THE CORPORATION’S
SUCCESSFUL ACHIEVEMENT OF ITS MISSION.

*ESSENTIAL COMPETENCIES
. Must be willing to be cross trained to work in all day programming areas to include ADP, SL, and Sheltered Workshop;
Must be able to lift and transfer property and persons served in excess of 100 pounds on a regular basis;
Must be able to perform physical Mandt restraint techniques on a regular basis;
Good organizational and writing skills;
Able to speak and read English;
Regular and prompt attendance is mandatory;
Display professionalism at all times;
Ability to give clear direction to those you support and teach;
Ability to work with adults with developmental disabilities.

| have read the position description and understand the duties contained herein.

Signature of Employee Date Signature of Witness Date
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