[image: image1.jpg]Santa Maria El Mirador





POSITION:
JOB COACH
SUPERVISOR:
Day Services Coordinator
CLASSIFICATION:
Non-exempt position 
POSITION:
Full Time
BENEFITS:
Yes (see current Benefits Summary)

REQUIREMENTS/QUALIFICATIONS:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be required to enable individuals with disabilities to perform the essential duties/functions.

1. High School Diploma or GED with accreditation as determined by the State of New Mexico. Must be able to provide proof (original diploma or official transcripts) upon hire.

2. Must be able to work flexible hours/locations.  Regular attendance is a requirement of the position.

3. Valid New Mexico Driver’s License issued more than three years ago with no DWIs/DUIs and no more than three moving violations within the last three years. 

4. Must obtain CPR/First Aid certification within first 30 days of employment and maintain during employment (SMEM offers training during orientation).

5. Current negative TB skin test results (within last year).

6. Current drug screen with negative results.

7. Must have current telephone or message phone.

8. Must pass NM Caregivers Criminal History Screening.
9. Must pass employment eligibility through E-Verify  
Full vaccination against COVID is now required of all employees.
RESPONSIBILITY SUMMARY:
The Job Coach provides direct training and support services to participants primarily on the job and documents services as specified in the Individualized Service Plan (ISP).  The Job Coach is also responsible to help locate and maintain competitive jobs in the community and to provide quality liaison between the employer and SMEM. 

SPECIFIC DUTIES

1. Implement each participant’s Supported Employment portion of the ISP:

· attend staffing/meetings held for participants

· administer/complete assessments as assigned

· complete assignments as directed in the ISP

· identify inconsistencies in implementation of the ISP and inform appropriate personnel

· assist the team in problem solving efforts regarding the ISP

· complete schedule of daily activities for participants as outlined in the ISP

· provide direct training/modeling and other support services to participants as directed in the ISP to include, but not limited to:  personal appearance and hygiene, training in basic academic skills, social and consumer skills, transportation, problem solving, money management, transitional training, pre-employment training, job development and coaching
2. Help to identify and establish community employment sites

(     locate and obtain competitive jobs in the community by contacting                                                                                                                    prospective employers

· present benefits to employer to include, but not limited to:  job sharing, job redesign, job development

· maintain good relationship with prospective employers and contact as necessary
· serve as liaison for SMEM with employer regarding performance of job coaches and/or participants
3. Perform work site analysis:

· observe the work site and the tasks involved

· utilize situational assessment to analyze and perform the tasks on the job

· list the tasks in a step by step training format

4. Match trainee to jobs available:

· analyze job demands

· analyze employer demands

· analyze trainee skills or potential skills

· determine appropriate match of skills

5. Provide training to participants during application process and on the job:

· train/assist participants to prepare for application completion

· train/assist participants to prepare for interview

· provide instruction to participants on the job using task list

· assist participants as necessary to perform tasks

· supervise participants to maintain productivity and quality control

· advocate as necessary on behalf of participants
6. Provide program effectiveness:

· evaluate participants to determine degree of success achieved

· complete required documentation and record keeping and meet timelines
· communicate information/problems and ideas for problem resolution to IDT 
· implement recommendation of IDT or committees and document such

· attend in-service training as directed

· attend all State mandated training and  communicate and incorporate new SVC requirements to SMEM supported employment program
7. Adhere to state and federal requirements:

· demonstrate knowledge or such requirements

8. Adhere to SMEM policies and procedures

· demonstrate knowledge of policy and procedures

9. Contribute to team effort: 

· accomplish related results as needed

10.
Other duties as assigned

LANGUAGE SKILLS:
Ability to communicate in English clearly, accurately, and appropriately utilizing reading and writing skills; ability to conduct effective meetings and prepare follow-up documentation; ability to conduct oral presentations and present to public
COMPUTER SKILLS:

Ability to type, utilize spreadsheets, write clearly and logically, use word processing software and email

MATHEMATICAL SKILLS:

Ability to add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions, decimals and percentages
REASONING ABILITY:

Ability to use good judgment and work with little supervision; ability to define problems, establish facts, draw valid conclusions and implement recommendations in constructive manner
Ability to maintain confidentiality at all times, including the ability to recognize situations in which confidentiality is required
OTHER SKILLS AND ABILITIES:

Knowledge of all federal and state regulations and guidelines pertaining to operation of programs serving individuals with developmental disabilities
Ability to get along with participants, co-workers and supervisors; foster team interaction; and juggle multiple tasks, deadlines, and demands
Ability to exhibit professionalism, tact, and patience when communicating with employees at all levels and components in the organization, participants and the public

PHYSICAL DEMANDS:  The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential duties.

Work is generally performed in an office setting, involving face-to-face communication, training and modeling with co-workers, participants and the public.  Employee must be alert at all times while on duty.
Travel is required to perform job development, on-site reviews and to attend meetings/training held off-site. Driving may be required from time to time involving transportation of participants to various locations.

While performing the duties of this job, the employee is regularly required to walk, stand, sit use hands and fingers, handle or feel objects, tools or controls. 

The employee is occasionally required to stand, reach with hands and arms, stoop, kneel or crouch. The employee must frequently lift and/or move up to 60 pounds.

WORK ENVIRONMENT: The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential duties.

Environmental stress may occur.

Work will require the use of computers on a daily basis, with exposure to video display terminals and some repetitive motion associated with data entry and the use of a computer mouse.

The noise level in the work environment is usually quiet to moderate and occasionally high, depending on the assigned location.

I certify that I have received a job description for the position of Job Coach, and I meet the requirements and am able to perform the essential duties and responsibilities, meet the physical requirements of the position and satisfy the expectations for regular attendance. After having read the job description, I was given a chance to ask questions of my supervisor concerning my duties. I understand that the job description lists the general categories of duties and not always the specific duties I may encounter while working as the Job Coach.
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