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	To:
	Edward Jones (Hiring Manager

	From:
	Jonathan Cannon

	CC:
	Bob Hanks

	Date:
	February. 21, 2012

	Subject
	Functions of a Job description


Dear Mr. Jones

     In recent weeks we’ve had a study decline with our part – time staff here at the Barber National Institute. As we both know in the Human Services field, these part time positions come and go. We’ve always had a problem with employee turnover but nothing of this magnitude.  We have 7 sites that are in need of part time direct support professionals. As soon as possible we need anywhere from 9 to 15 direct support staff to fill these open vacancies. Here’s what we’re looking for:

As a Direct Support Professional/Behavioral Health Specialist you will be providing support to adults with intellectual disabilities and mental health diagnosis to ensure a life of possibilities. A Direct Support Professional provides individually focused treatment and intervention; care and support to ensure their outcomes and choices are met. You will be encouraging growth toward independence in activities of daily living, socialization, community involvement, and support in expression of choices. Additionally, you will enjoy a competitive pay rate, and benefits package for schedules thirty hours or more and join an award winning team!

Requirements:
- Must possess a High School Diploma / GED

- At least 18 years of age

- Valid PA Driver’s License

- 2 years minimum driving experience

- Two or more years experience in the Behavioral Health field required

- Completion of 2.5 week training program

- Able to lift up to 100 pounds

- Knowledge of individual program plans

Direct Support Professional/Description of Responsibilities and duties:

- Provide person centered support to individual/s

- Introduce new experiences; encourage growth and implementation of goals

- Teach skills for adult life in social, recreational, leisure, community and household activities. 

- Encourage inclusion in the community 

- Ensure health and safety by following each individual’s plans plan for nutrition, exercise, medication, therapies and other specific health and safety goals

- Promotes effective teamwork through effective communication with other staff

- Provide supervision of residents at all times

- Maintain a supportive, therapeutic relationship with each resident

- Be aware of each resident’s service plan, history, medications, current needs and any special accommodations required by the resident

- Act as a role model at all times. 

- Maintain appropriate boundaries and demonstrating effective communication skills

- Maintain clear expectations of each resident while maintaining a safe, supportive environment for each resident

- Implement, on a daily basis, direct service interventions as defined in the individual’s service and psychiatric rehabilitation plans

Oversee and actively assist in the completion of household chores ensuring the home is neat and clean at all times

- Maintain open and ongoing collaboration and communication with all team members including the therapist, psychiatrist, nurse and psych rehab specialist

- Maintain ongoing communication with each resident’s family or significant others utilizing diplomacy and tact and creating a welcoming environment

- Ensure any family concerns are shared immediately with a supervisor 

- Participate in household shopping 

- Coordinate, facilitate and engage in regular social activities both on and off campus with the residents

- Transport and accompany residents to appointments and activities, as assigned

- Provide program coverage/shift coverage as assigned

- Upon successful completion of training, monitor residents taking their prescribed medications

- Upon successful completion of training and in accordance with BNI policies and procedures, implement approved manual restrictive procedures if absolutely necessary to prevent a resident from harming himself or others

- Provide crisis intervention in a calm therapeutic manner when indicated

- Follow the ‘When to Call a Supervisor’ protocol which includes immediately contacting a supervisor, or the on call supervisor, regarding any incidents, issues or concerns 

- Participate in scheduled meetings to include: stakeholders meetings, case conferences and community meetings

- As assigned, schedule necessary medical and dental appointments for residents

- Collaborate with schools or other programs residents attend

- Ensure all required documentation is completed in a timely, comprehensive and legible manner and in accordance with BNI policies and procedures

At BNI, “we believe that all persons have the capacity for growth and fulfillment, and to that end they must be afforded every opportunity to attain the greatest use of their potential within themselves and their community” ("Barber national institute," ).  What will a candidate with these credentials bring to our company? This person will bring integrity to a vision statement. He will not only be a teacher but will be an instructor, teaching life- skills to our individuals. This person will bring the best out in our individuals and represent our company to the fullest. Being a part of BNI’s team will enable the candidate’s opportunities to learn and grow in this profession. The goal of BNI is “to ensure that our staff have the resources and support necessary to provide the highest quality of programs to the individuals we serve (Barber national institute). Hiring these individuals would cut down on the over time drastically and we wouldn’t have to work our full time employees so hard. Hiring these part time staff will also give are individuals more people to interact with.  In everyday life we create personal and/or business connections. “Making a connection with someone can mean the world to our individuals. Meeting someone only takes a second. But making a connection could last a lifetime” (Ellson, 2009). With this document, I just want to help continue our mission to give quality care, support and independence to our individuals. 

Barber national institute careers. (n.d.). Retrieved from http://www.barberinstitute.org/careers/index.php
Barber national institute vision and mission. (n.d.). Retrieved from http://www.barberinstitute.org/aboutUs/culture.php
Ellison, A. (2009). Creating connections. Exceptional Health, Retrieved from https://ehis.ebscohost.com/eds/detail?vid=3&hid=1&sid=9ea9824c-5818-4c16-90b0-11ab26f8c911@sessionmgr114&bdata=JnNpdGU9ZWRzLWxpdmU= (Peer Reviewed Article)
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