Nurse’s Assistant

	Department:
	Nursing
	Approved By:
	

	
	

	Date Written:
	5/5/94
	Date Revised:
	7/7/03, 6/25/14, 5/26/15

	
	

	Supervisor:
	Director of Nursing

	
	

	Supervises:
	


Job Summary:  Assists in providing and obtaining services to attain and maintain the optimum physical development and health of people supported.  Ensures that services are carried out in an environment conducive to most normal time and location as possible.

Essential Functions:

1. Assures medical examinations and follow-up related to medical services are completed and /or documented promptly.

2. Assists people supported to attend to their own health and medical needs.

3. Assists with scheduling and transporting people supported to and from appointments, including but not limited to, physical/health exams, dental exams, vision exams, psychological evaluations, medication reviews, audiological evaluations, and physical and occupational therapy.

4. Is responsible for the safekeeping of records for people supported and securing them against, loss, destruction or use by unauthorized personnel.

5. Is responsible for the pick up and delivery of miscellaneous items and supplies throughout the community.

6. Must successfully complete and maintain Medication Administration training certification and Designee status.

7. Refers people supported to appropriate medical personnel for treatment of injuries/illnesses.

8. Provides or assists in providing preventive health services to people supported.

9. Assists people supported with personal hygiene and nutritional needs.

10. Familiar with and complies to Aspire, Inc. policies and procedures

11. Familiar with and complies to applicable accreditation standards.

12. Familiar with and complies to safety and sanitation regulations.

13. Completes, obtains, disseminates, updates and file all applicable forms/reports promptly.

14. Co-plans, conducts, and attends extracurricular activities, workshops, in-services, ISP’s and meetings as necessary.

15. Orders/maintains adequate assigned inventory list.

16. Communicates effectively and professionally with co-workers, people supported and community members.
17. Intervenes with immediate medical, behavior or emergency situations.  This may include agency approved physical intervention techniques.

18. Advocates for people supported.  Ensures individuals choices and preference are elicited and respected.

19. Utilizes community resources in the development of programs and services.

20. In conjunction with other members of the service team, determines specific goals and objectives for people supported, and the methods by which these goals and objectives can be accomplished.
21. Responsible for equipment and supply requisition.

Additional Functions:

1. Serves on and /or chairs agency committees as necessary.

2. Performs other reasonably related duties as assigned.

3. Must be able to perform assisted lifts and transfers of individuals.

Education/Experience/Other Requirements:

1. Must possess a high school diploma or GED.  Some medical background or C.N.A. preferred.  Experience with people with developmental disabilities preferred.

2. Ability to perform secretarial and clerical duties with speed and accuracy without immediate and constant supervision.

3. Must successfully complete agency approved training and certifications.

4. Must prioritize, organize, meet timelines, and be detail oriented.

5. Must make important decisions, and exercise discretion and judgment.

6. Must perform multiple tasks at one time.

7. Communicates effectively, both orally and written.

8. Must be tactful, pleasant, and utilize a friendly approach when dealing with others.

9. Knowledge of and experience with computers is preferred.

10. Must have a valid driver’s license and be able to pass agency driver’s training course, and be insurable under the agency’s insurance.

11. Ability to stand, stoop, lift moderate weights, transfer people and pull/push items.

12. Applicant must be able to pass a pre-employment drug test prior to employment. Employees are subject to testing per Aspire, Inc.’s Drug Free Workplace Policy.

Every effort has been made to make your job description as complete as possible; however in no way is it stated or implied that these are the only duties you are required to perform.  Other related duties necessary to meet the needs of the organization may be assigned to you.
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