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JO B DE SC RIP TI ON


Job Title:	LIFE SKILLS INSTRUCTOR	Program:	Adc-North
Starting-Out
Supervisor:  Assistant Program Manager

Status:	Exempt	Non Exempt	[image: ]

Work Hours: Monday – Friday 8:30 am – 5:00 pm (work hours may change based on the operational needs of organization).


JOB SUMMARY:
The Life Skills Instructor is responsible for supporting consumers with developmental disabilities to achieve their goals and objectives as stated in their Individual Service Plan (ISP). The position provides direct support to persons served on a daily basis, individually and with a team approach. The team could include, but is not limited to: Program Manager, Assistant Program Manager, Area Coordinator, Mobility Assistants and Volunteers. At the direction of the Area Coordinator, Assistant Program Manager or the Program Manager, will provide relief for other positions and performs other related duties as assigned.

Essential Functions
1. Provides direct support to consumers to assist the achievement of their Individual Service Plan (ISPs) specific to general health care-related services
· Provide the specific care identified in each consumer’s Individual Service Plan.
· Provide all necessary support for eating, personal hygiene, including toileting, mobility dressing/ appearance.  May administer medication.
· Document relevant, accurate and timely notes on general care, personal care and progress in personal notebooks, monthly progress notes, and interdisciplinary team notes.
· Maintains performance consistent with the consumer Code of Ethics
· Participate in team meetings and required training that focus on quality assurance and best practices of individualized general care and health care.
· Provide needed care such as: special diets, gastronomy tube feeding, inhalation treatments to assist in promoting the consumer’s optimum health

2. Provides direct support to consumers in order to facilitate the achievement of their ISPs specific to instructional training services.
· Implement ISP objectives and assist consumers to make informed choices.
· Provide necessary support for offsite activities in the areas of Community Integration, Mobility Assistance, Communication, Socialization and Consumer Safety Awareness.
· Report any observations that appear unusual or may be a cause of concern to the assigned Area Coordinator immediately or to appropriate management staff.
· Coordinate with Area Coordinator to plan and implement activities that are functional, age- appropriate and meaningful that corresponds to individual interests and skills.

1

· Interact and involve the consumer in the daily schedule and including the consumer in all choices and decisions during the day
· Participate in staff training sessions to enhance knowledge of training techniques and promote higher quality of supports.
· Assist in orienting new staff substitutes and volunteers to individual consumer’s service needs
· Performs relevant room set-up and clean up at the appropriate time during the day.
· Drive consumers during community activities and related functions
· Demonstrate competent application of approved behavioral interventions

3. Adhere to Arc-San Joaquin occupational health and safety policies and procedure
· Maintain a clean and organized work environment.
· Adhere to all state laws, occupational health and safety and company policy at the program site, in the community and when driving agency vehicles.
· Immediately report all maintenance and safety issues relating to agency vehicles, buildings and program equipment to the Area Coordinator and/or Program Manager.
· Participates in required training and team meetings that relate to general or directed consumer and staff safety in the service environments including the day program site and community.
· Guide and support consumers to follow safety protocol.

4. Demonstrate Professional demeanor and work performance.
· Maintain consumer and employee confidentiality.
· Adhere to Arc San Joaquin dress code policy and procedure.
· Represents Arc- San Joaquin at the Day Program site and in the community.
· Maintains open lines of communication with all levels of staff.
· Completes job responsibilities in a timely manner.
· Communicates and collaborates with administration, staff, consumers, family members of persons served, care givers, regional center staff and other professionals.
· Communicates with all levels of contact in a clearly understood and specific manner, both orally and in writing

5. Contributes to the mission, values and goals of Arc San Joaquin
· Support the agency and its program on site and in the community to accomplish its stated goals
· Adheres to Arc – San Joaquin policies and procedures.
· Participates in fund raising activities and special projects.
 	Demonstrates sensitivity to and an understanding of, the diverse socioeconomic, cultural, linguistic, ethnic backgrounds and disabilities of the community we serve.
 	Maintains Current CPR/FA and a valid California driver’s license and be insurable

Skills necessary to perform the key duties of the job.
 	Reading
 	Writing
 	Math, weighing, measuring
 	Communications (written and verbal)
 	 Problem Solving and Critical Thinking
 	 Organizational skills, and basic computer knowledge and Word processing skills
Date Implemented	09/2003
Reviewed/Revised:	10/2015

Physical Demands for Life Skills Instructor


HR Dept. 08/09


	ACTIVITY
	NEVER
0 hours
	OCCASIONALLY
Up to 3 hours
	FREQUENTLY
3-6 hours
	CONSTANTLY
6-8+ hours

	Sitting
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	Walking
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	Standing
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	Bending (neck)
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	Bending (waist)
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	Squatting 90/90
	
	[image: ]
	
	

	Climbing
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	Kneeling
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	Crawling
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	Twisting (neck)
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	Twisting (waist)
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	Athletic Stance
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	Simple Grasping
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	Power Grasping
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	Fine Manipulation
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	Pushing & Pulling
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	Reaching (above shoulder level)
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	Reaching (below shoulder level)
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	LIFTING
	NEVER
0 hrs.
	OCCASIONALLY
Up to 3 hrs.
	FREQUENTLY
3-6 hrs.
	CONSTANTLY
6-8+ hrs.

	0 – 10 lbs.
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	11-25 lbs.
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	26 – 50 lbs.
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	51 – 75 lbs.
	
	[image: ] 2 person lift
	
	

	76 – 100 lbs.
	
	[image: ]  2 person lift
	
	

	100  + lbs.
	
	[image: ]  2 person lift
	
	

	
	
	
	
	

	CARRYING
	NEVER
0 hrs.
	OCCASIONALLY
Up to 3 hrs.
	FREQUENTLY
3-6 hrs.
	CONSTANTLY
6-8+ hrs.

	0 – 10 lbs.
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	11-25 lbs.
	
	[image: ]
	
	

	26 – 50 lbs.
	
	[image: ]
	
	

	51 – 75 lbs.
	
	[image: ] 2 person lift
	
	

	76 – 100 lbs.
	
	[image: ]  2 person lift
	
	

	100 + lbs.
	
	[image: ]  2 person lift
	
	



	Indicate if the job requires:
	YES
	NO

	Driving cars, trucks, forklifts, buses, or other equipment
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	Working around equipment and machinery
	[image: ]

	

	Walking on uneven ground
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	Exposure to excessive noise
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	Exposure to extremes in temperature, humidity or wetness
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	Exposure to dust, fumes, or chemicals
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	Working at heights
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	Operation of foot controls or repetitive foot movement
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	Use of special visual or auditory protective equipment
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	Working with bio-hazards such as blood borne pathogens, sewage, hospital waste, etc
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