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JOB DESCRIPTION

JOB TITLE:  Direct Support Professional (DSP)/Job Coach
REPORTS TO:  Program Supervisor

GENERAL SUMMARY:  DSP’s are the most critical roles in the agency.  The support they provide is critical to assist people with disabilities to live self-directed and satisfying lives. DSP’s are responsible for implementing programs, and outcomes/ actions related to the Individual Support Plan.  They are also responsible for insuring the person is healthy, safe, and happy.  DSP’s should always conduct themselves in a professional manner, and with a person centered approach to their everyday work.  DSP/Job Coach in addition to duties of DSP helps people with career development, professional goals and long-term workplace success strategies.
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following and other duties as assigned:   
Major Duties

· Support to live a self-directed life

· Participate in pre-planning and ISP meetings

· Communicate issues and concerns to Program Supervisor

· Responsible for implementation of the Individual Support Plan. 
· Responsible for documentation that supports outcomes/billing
· Provide assistance with activities of daily living

· Perform household chores essential to the health and safety of the person served

· Medication administration as permitted under Tennessee’s Nurse Practice Act and in accordance with DIDD Medication Administration for Unlicensed Personnel Policy and as identified in the approved ISP.  
· Support the person  with active participation in the community
· Attendance at house meetings monthly, and attend other meetings or training as assigned by agency
· Uses structured intervention techniques to help the employee learn to perform job tasks to the employer's specifications

· Instructs on interpersonal skills necessary to be accepted as a worker at the job site

· Assists with related assessment, job development, counseling, advocacy, travel training and other services needed to maintain the employment.

· Interacts with employers in professional manner

Other Performance Responsibilities:
· Support the organization’s mission, vision, philosophy and person-centered practices.

· Exercise necessary cost control measures.

· Maintain positive internal and external communications.

· Demonstrate effective communication skills by conveying necessary information accurately, listening effectively and asking questions when clarification is needed.

· Plan and organize work effectively and ensure its completion.

· Demonstrate reliability by arriving to work on time and utilizing effective time management skills.

· Demonstrate and promote a team orientated approach.

· Represent the organization professionally at all times.

· Demonstrate initiative and strive to continually improve processes and relationships

· Follow all Core Services rules, policies and procedures as well as any applicable laws and standards

PREFERRED COMPETENCIES:

· Compassion:  Genuinely cares about people, is available and ready to help, is sympathetic to the plight of others, and demonstrates real empathy with the joys and pains of others

· Approachability:  Is easy to approach and talk to, spends the extra effort to put others at ease, can be warm, pleasant and gracious, is sensitive and patient with the interpersonal anxiety of others; builds rapport well, is a good listener, is an early knower, getting informal and incomplete information in time to do something about it.

· Patience: Is tolerant with people and processes, listens and checks before acting, tries to understand people and data before making judgements and acting, waits for others to catch up before acting, sensitive to due process and proper pacing, follows established processes.

· Composure: Is cool under pressure, does not become defensive or irritated when times are tough, is considered mature, can be counted to hold things together during tough times, can handle stress, is not knocked off balance by the unexpected, doesn’t show frustration when resisted or blocked, is a settling influence in crisis

· Dealing with ambiguity:  Can effectively cope with change, can shift gears comfortably, can decide and act without having the total picture, isn’t upset when things are up in the air, doesn’t have to finish things before moving on, can comfortability handle risk and uncertainty.

· Ethics and Values – Adheres to appropriate and effective set of DSP core values during both good and bad times, acts in line with those values

· Interpersonal Savvy – Relates well to all kinds of people, builds appropriate rapport, builds constructive and effective relationships, uses diplomacy and tact

· Organizing – Can marshal resources to get things done effectively and efficiently

JOB COACH PREFERRED COMPETENCIES
· Informing:  Provides information people need to know their jobs and feel good about being a member of the team/unit/organization.

· Directing Others: Is good at establishing clear directions, distributes the workload appropriately, lays out work in a well-planned organized manner, maintains two-way dialogue with others on work and results, brings out the best in people, is a clear communicator
· Organizational Agility:  Knowledgeable about how organizations work; knows how to get things done both through formal channels and the information network; understands the origin and reasoning behind workplace policies, practices and procedures, understands the culture of organizations

· Political Savvy: Can maneuver through complex political situations effectively and quietly; is sensitive to how people and organizations function; anticipates where land mines are and plans approach accordingly, views organizational politics as a necessary part of organizational life.
KNOWLEDGE/SKILLS/ABILITIES:
· Speaking – Talking to others to convey information effectively

· Writing – Communication effectively in writing as appropriate for needs of audience

· Active Listening – Giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.  

· Oral Comprehension – The ability to listen to and understand information and ideas presented through spoken words and sentences

· Service Orientation – Actively looking for ways to help people

· Social Perceptiveness – Being aware of others reactions and understanding why they react the way they do

· Stamina -The ability to be physically active which includes but is not limited to; standing, pushing, pulling, lifting, squatting, bending, sitting, and walking. 

JOB REQUIREMENTS:
· High School Diploma or GED equivalent (minimum) 

· Valid driver license with a cleaning driving record and vehicle insurance

· Social security card, and clean back ground check.

· Experience not required (experience with supporting people with Intellectual disabilities or Mental Health Issues preferred.) 

By accepting a position with Core Services you understand and agree that you are an employee of the agency.  You will be required to work at various sites, based on the specific needs of the people supported and at the sole discretion of the agency management team. 

This is to acknowledge receipt of my job description as referenced above.  I understand this description does not constitute an employment contract and is subject to change at any time, and at the sole discretion of Core Services.

Employee Signature:__________________________    Date:__________________

Employee Name: ___________________________

                              (Please Print)

Supervisor Signature:_________________________     Date:___________________
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