MID-STEP SERVICES, INC.

JOB DESCRIPTION

JOB TITLE:

Home Community Based Services (HCBS) Assistant

DEPARTMENT:
HCBS







SUPERVISOR:
HCBS Coordinator

JOB SUMMARY

The HCBS Assistant is responsible to teach and instruct the member in their apartment according to their identified developmental needs as indicated in the Individual Care Plan.

MAIN DUTIES

I. Member Protection:

A. Ensure that members are not subjected to physical, verbal, sexual, or psychological abuse or punishment (adherence to approved member management techniques).

B. Members are to be free from unnecessary restraint (ex. employ graded levels of intervention).

C. Ensure that all allegations of mistreatment, neglect, or abuse, as well as injuries of unknown sources are reported and investigated.

II. Training:

A. Participate in all training that enables performance of duties effectively, efficiently, and competently (ex. staff meetings, orientation, in-services).

B. Demonstrate the skills necessary to implement the individual program plan for each member.

III. Programming: 

A. Participate in the development of individual member program plans.

B. Member individual program plan is implemented as written.

C. Significant member events are documented, and member response, as specified in individual and group programs, is documented within specified time frames (e.g. progress notes, communication logs, behavior management logs, daily narration, and data collection narration on the e-doc program).

D. Use correct voice tones with interacting with members and staff.

E. All interaction is age appropriate.

F. Promote growth through all phases of daily living by taking advantage of training opportunities.

G. Encourage members to demonstrate maximum independence by requiring the members to perform daily living tasks with minimal prompting unless indicated otherwise in their individual program.

IV. Physical Environment/Health:

A. Ensure members’ environment is furnished and maintained in good repair.

B. Ensure that staff are familiar with the emergency plans/procedures.

C. Ensure that members and staff are provided a sanitary environment through proper infection control procedures.

D. Ensure a safe environment is maintained by following established policies and procedures.

E. Ensure that members are provided food at appropriate temperature, amount, and are provided utensils as specified.

F. Ensure member cleanliness.

G. Ensure reporting of illness/injury.

H. Ensure members are treated with respect and dignity.

I. Ensure staff maintains proper member appearance by choice of clothing and placing it on correctly.

J. Teach/monitor all areas of self-care including shaving and nails.

V. General Process:

A. Maintain confidentiality of members, member records, and conferences.

B. Implement company policies/procedures as specified.

C. Maintain lines of communication.

D. Develop, maintain, and foster positive training environment between staff and members.

E. Ensure effective working relationships between all employees.

F. Ensure staff maintains a neat/clean appearance to serve as appropriate role models.

G. Ensure staff interacts appropriately with members according to policies and procedures set forth by Mid-Step Services and serve as appropriate role models.

H. Monitor member finances.

I. Participate in other activities assigned or dictated.

J.
Comes to work as scheduled and consistently demonstrates dependability and punctuality; complies with attendance policy.

QUALIFICATIONS

2. Must have a high school diploma or GED.

3. Must have a valid driver’s license and meet insurance requirements for driving.

4. Possess ability to speak and read English.

5. Must be able to write legibly.

6. Must have basic typing and computer skills.

7. Must meet physical requirements for the position.

8. Must be approved to work by the Iowa Department of Human Services if one or more of the following exist:  prior convictions, child abuse registry report, and/or dependent adult abuse registry report.

9. Must not be on the Medicare/Medicaid fraud registry.

10. Must have completed or be willing to complete the medication manager course.

11. Must pass pre-employment drug screening.

12. Individuals with blood borne pathogen diseases cannot be employed in any direct care position due to risk of disease exposure to members.
I have read and understand that this job description is not intended to be an all-inclusive list of every task I may perform, but a job description of the minimal qualification and job duties.  I hereby accept the position of HCBS Assistant and agree to abide by the requirements set forth, and will perform all duties and responsibilities. 

Date




Signature – HCBS Assistant

Date 




Signature – HCBS Coordinator 

