
Tit le: Direct Support Professional
Reports to: Program Supervisor
FLSA Status: Non Exempt
Posit ion Summary

Position Summary: This position is responsible for the provision of direct care, adaptive living, community
access, skill development and behavior support services to individuals with developmental disabilities as
assigned. This position is an entry level paraprofessional which requires direct supervision through program
management, assistant management and the individuals’ service plans as directed through the interdisciplinary
team process.

Essent ial Funct ions
Financial

1. Maintains petty cash funds according to agency procedures.
2. Assists individuals with banking, shopping and related activity regarding the management of personal funds

as assigned, and according to agency procedures.
Direct  Support  Services

1. Ensures that individuals receive meaningful services in community settings that reflect the core values of
People First, Equity, Community, Self-determination and Diversity.

2. Completes medication administration and health- related activities as required and trained according to the
individual's service plan, and according to the requirements of agency procedures and state licensure.

3. Performs first aid and other emergency procedures for individuals served according to the immediate needs
and practices as trained in certification courses.

4. Provides monitoring, supervision, assistance, skill and goal development, along with behavior support and
intervention to individuals served to ensure safety, health and training needs are met according to the
individual's service plans.

5. Provides assistance with basic personal care and grooming, including bathing, dental and hair care,
toileting, dressing and clothing/laundry care to individuals as assigned, and according to the needs and
requirements of the service plans.

6. Provides assistance with household services essential to the individuals' health and comfort in the home,
including the care of linens, furniture, and general household cleaning.

7. Provides assistance with meal planning and preparation, including the development of menus, grocery lists,
grocery shopping and preparation of nutritious meals. Provides assistance with eating and drinking tasks as
needed.

8. Transports individuals served to community sites and events for basic errands, medical appointments,
shopping, recreation, social and leisure activity, and work- related activity, including supervision at these
events and activities.

Documentat ion
1. Completes financial records as required for client personal funds, petty cash systems and related

purchases, including the routine obtaining and distribution of receipts according to agency procedures.
2. Completes incident reports and other reports as required by state licensure and agency procedures.

Reports significant incidents and concerns to appropriate supervisory staff and on-call staff according to
agency procedures and regulatory requirements.

3. Completes daily documentation for completion of medication administration and health- related activities as
required by state licensure and agency procedures.

4. Completes daily documentation for completion of support, skill development and billing systems as required
by the individuals' service plans, state licensure and agency procedures.

Team Processes and Collaborat ion
1. Collaborates and communicates with team members, professionals, medical and clinical providers,

stakeholders, community partners, family members, guardians, supervisors and coworkers to ensure
ongoing engagement and cooperation with the service delivery model

2. Actively participates and collaborates with the interdisciplinary team to ensure communication, assessment
and service development that reflects the needs of the individuals, including the attendance at individual
meetings as assigned.

3. Cooperates with The Arc and the Department of Human Services in any inspection, inquiry or investigation.
4. Acts as a role model for individuals served, agency employees and community partners and demonstrates

a positive image to ensure community inclusion and engagement.
5. Follows agency policies and procedures.



6. Completes all other duties as assigned, including participation in meetings and trainings as required.
Bona Fide Occupat ional Competencies

1. Must possess basic skills for following written and verbal instruction, and for communicating client-  and job-
related issues orally and in writing, including the agency electronic data base systems. Must have the ability
to communicate with individuals with whom they are working.

2. Must be willing and able to work a flexible schedule as assigned or established to ensure needs of the
individuals are met.

3. Current driver's license valid in the state of New Jersey and driving record acceptable to insurance and
regulatory requirements.

4. Completion of pre-service classes and training as required by state licensure and agency procedures,
including coursework and certification in First Aid, CPR, crisis management, behavior supports and other
areas.

5. Must be at least 18 years old and have a High School Diploma or equivalent.
6. Must be able to perform physical assistance, lifting and intervention tasks according to the needs of the

individuals served as assigned.
7. Must submit to a criminal background check, and be determined to be not disqualified by the Department of

Human Services prior to working with or in the presence of individuals served.
8. Must agree to have name checked against the Central Registry of Offenders Against Individuals with

Developmental Disabilities.
9. All employees hired after 6/15/18 shall submit to drug testing prior to employment.
10. All employees shall submit to drug testing conducted randomly and for cause.
11. All employees hired after 7/16/18 shall complete an application to have their name checked against the

Child Abuse Registry Information (CARI).
Physical and Cognit ive Demands

1. Must have the ability to frequently sit, stand, and walk; use hands to grasp; handle, or feel; climb or balance;
and bend, stoop, kneel, or crouch.

2. Must be able to perform physical assistance, lifting and intervention tasks according to the needs of the
individuals supported as assigned. This includes the ability to frequently lift, push or pull 50 lbs. or more, in
order to assist individuals supported.

3. Must possess cognitive abilities to communicate clearly using the English language, both orally and in
writing; manage one’s own stress and emotions; concentrate on tasks; and observe and remember details.

4. Performance requirements include the ability to maintain confidential information in accordance with policies,
laws and regulations; perform frequent typing; attend work related meetings;

5. The ability to work a schedule with varying shifts; including working on-call when necessary and the ability to
work overnight shifts.

6. Possess the mental and physical abilities necessary to safely operate equipment such as agency vehicles,
wheelchair lifts, hoyer lifts, etc.


