Last Revised March, 2008

ELIM   CHRISTIAN   SERVICES

ADULT   SERVICES   JOB   DESCRIPTION
Position Title:

Life Skills/Developmental Trainer
Reports To:


Case Manager/Assistant Director of Adult Services
Positions Supervises:
Instructional Assistants
Position Summary:
The Instructor is responsible for the planning and implementation of instructional needs of clients assigned, as stated by the Interdisciplinary Team in the individual program plan.  This includes developing autism specific lesson plans based on clients' needs, developing daily visual, object, or written schedules, and implementing by direct instruction of clients.  The Instructor is responsible for the direct supervision and training of clients within the autism day training program.  This includes the supervision of all work in process and the implementation of client's individual program plans in order to develop client work skills and production rate.  Additional responsibilities may include but are not limited to the modification and/or development of autism specific instructions and/or materials, communication systems, and sensory integration. Collaboration with ACE and/or autism consultant will be ongoing for current and future program development. 

Physical Demands:
The employee must be able to walk, bend, or twist at the neck and trunk more than the average person; squat/stoop/kneel; reach forward; climb in/out of vehicles; lift up to 25 pounds from shoulder to overhead; lift up to 50 pounds floor to waist; lift and maneuver an individual up to 175 pounds in a two person transfer up to 10 feet; push/pull items or individuals over 200 pounds on wheels over a variety of surfaces; and carry up to 50 pounds 15 to 25 feet.

Qualifications:


Must meet state requirements for nurse’s aide registry.


Must complete state requirement for 40 hours of classroom training and 80 hours of on-the-job training.


Possess and maintain a valid driver’s license with a clear driving record.


Must be willing and able to complete training assigned to include: First Aid, CPR, and CPI 


(Crisis Prevention Intervention)


Learn to operate equipment and devices that those served may require.


Ability to read and interpret documents in the English language.


Must be able to count and record data accurately.


Ability to work in a team setting.


Ability to interact effectively and sensitively with individuals from diverse backgrounds.

Duties and Responsibilities:
1.
Provide appropriate client orientation into class setting.

2.
Receive requests for special client needs as determined by the Interdisciplinary Team and stated in the client's program plan and assume responsibility for meeting those needs.

3.
Develop program content to meet all client needs in conjunction with the Director of Adult Services and with input from their Case Manager.

4.
Develop quarterly lesson plans for each scheduled class.   The lesson plans shall contain the details which would permit a substitute to follow and implement them without assistance.
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5.
Responsible for documentation of client progress as determined by IPP.  Maintain client charts, progress on specific goals, and provide input to Case Managers regarding client goals and objectives.

6.
Attend all Interdisciplinary Team meetings as requested by Case Manager.

7.
Request all program materials/supplies for daily programming from the Director of Adult Services.  Look for new materials to be utilized in programming needs for clients and develop in conjunction with the Director of Adult Services.

8.
Responsible to provide direct supervision and leadership to Instructional Assistants.

9.
Responsible to maintain client behavior and model appropriate behavior at all times.

10.
Report to and communicate openly with Case Manager and other staff regarding client performance, behavior, and concerns such as any absenteeism, inappropriate behavior, or behavior not conducive to learning environment.

11.
Assess client's strength and needs in functional and daily living skills.

12.
Suggest new methods, materials, and classes to better meet client needs.

13.
Suggest ways to integrate instruction into a community or real setting and then implement these, including arranging safe transportation for staff and clients.

14.
To utilize a variety of teaching methods in order to instill skills in a manner that best suits the individual client's learning process.

15.
Develop functional alternatives for clients to perform a variety of skills.

16.
Work openly with and accept direction from Case Manager on resolution of program issues and problems within the instructional setting.

17.
To complete accident, seizure, and incident reports as needed.

18.
Schedule clients to jobs and record clients' production and hours worked.

19.
Supervise all work in process.  Instruct clients in development of positive work skills. These skills include attentiveness on the job, positive attitude and interest towards work, punctuality, accepting authority, cooperative co-worker relationships, consistent production rate, appropriate behaviors, etc.

20.
Responsible for all quality control of production within work area, meeting all production demands within area, and safety precautions in production area.

21.
Supply clients with work materials, set up client work stations as required before clients arrive, and get own materials as necessary.

22.
Set up work stations to address the specific needs and abilities of the clients and assist in the design and manufacturing of jigs, fixtures, and adaptive devices designed to increase the independence and productivity of the clients.

23.
Have working knowledge of individual contracts, know location of supplies for work to be completed, and inform the Production Coordinator/Safety Officer in advance of all supply needs.
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24.
Keep work area clean and orderly at all times.

25.
Assist with the planning and implementation of vocational goals in response to vocational needs determined by the Interdisciplinary Team regarding client IPP.

26.
Utilizes and encourages the use of assistive technology.

27.
Provide constructive feedback to team members formally through the peer review process and informally during service hours and at team meetings.

28.
Drive route as scheduled by the Transportation Manager when regular route drivers are absent.

29.
Responsible to obtain/maintain all necessary or required training and certifications (i.e., CPR, first aid, professional certification).

30.
Contributes to team effort by maintaining cooperative relationship among staff and Interdisciplinary Team by communicating information, responding to requests, building rapport, and participating in team problem-solving methods.

31.
Promotes high quality customer service by responding to guests, consumers, and fellow employees in a friendly manner, assists co-workers when the need is demonstrated or help is requested, and responds promptly and professionally to special requests or urgent needs.

32.
Perform other duties as assigned by program director.
Education/Experience:
1. Associate degree or higher in related human services field with experience in working with persons who are developmentally disabled.

2. At least one year of autism education and/or day training experience 
3. Has a high interest for working with people with autism.

4. Has training and an understanding of autism behavioral support interventions 
5.
Ability to communicate and deal effectively with others.

6.
Ability to plan and implement a daily schedule.

7.
Capacity to produce quality products according to established schedule.

8.
Ability to supervise and train clients in work setting in appropriate work skills and behaviors.

9.
Possess and maintain a valid driver's license with a clean driving record.
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