
 CCAR INDUSTRIES 
 
 JOB DESCRIPTION 
 
JOB TITLE:  Job Coach/ Direct Support Person 
 
DEPARTMENT:    Community Day Services/ Manufacturing Plant Site  
 
FLSA STATUS:  Non-Exempt 
 
GENERAL SUMMARY: 
 
This position reports directly to the Supported Employment Program Coordinator.  The Job 
Coach/ Direct Support Person is responsible for training, transporting, and supervising 
consumers at their work training sites and at the Community Day Services Program.  In 
addition, the Job Coach/ Direct Support Person will be responsible for supervising individuals in 
the consumer lounge when they are not working. The Job Coach/ Direct Support Person is 
responsible for worksite and consumer-related documentation.  The Job Coach/ Direct Support 
Person will primarily work daytime hours on Monday – Friday, but this schedule may vary 
according to program needs with occasional weekend or evening shifts required. 
 
DUTIES AND RESPONSIBILITIES: 
 

Provide work-related coaching and supervision to consumers at community job sites and 
at agency-owned locations. 
 
Teach consumers universal worker responsibilities (e.g., being on time, compliance with 
supervisor's directives, adequate task completion, following workplace rules/etiquette, 
and staying on task) and the expectations of their job site supervisor. 
 
 As necessary, the Job Coach may be asked to complete some of the janitorial jobs at 
the worksites.  These tasks may include lifting, bending, and/or standing for several 
hours.   
 
Adjust his/her work schedule to meet work site needs, including working evenings, 
weekends, and early mornings. 
 
Transport consumers to/from their residences and to/from their work sites. 

 
Present self as a positive role model for consumers by displaying appropriate grooming, 
interpersonal skills, adherence to workplace policies/procedures, attendance/punctuality, 
and professional conduct. 
 
Teach classes and organize activities for consumers during assigned lounge supervision 
times.   
 



Transport and/or supervise consumers on community outings.  These activities may 
involve the need to walk, stand, bend, or push an individual in a wheelchair for an 
extended period of time. 
 
Stay current on all rules and regulations affecting the Community Day Services 
Program and Supported Employment Program, including Rule 115 and OIG Rule 50.   
 
Report abuse, neglect, or exploitation of consumers according to DHS rules and 
CCAR policy. 
 
Complete all annual in-service requirements.  This includes staying current in CPI, CPR, 
and First Aid and being prepared to implement these, as needed. 
 
Follow all agency policies/procedures as they relate to health and safety or emergencies.  
Complete all necessary Accident/Incident and Head Injury Checklist reports in a timely 
manner.   

 
Complete daily consumer notes in the Q software. 
 
Complete consumer time sheets and time cards. 

 
Complete productivity rating time studies on a monthly basis (as needed/ assigned). 

 
Attend and participate in consumer planning and team meetings. 

 
Coordinate duties with other job coaches to ensure adequate coverage of job sites and 
supervision of consumers. 

 
Perform other related duties as required or assigned. 

 
 
IMMEDIATE SUPERVISOR:  Supported Employment Program Coordinator 
 
SUBORDINATES: N/A 
 
QUALIFICATIONS: 
 
Minimum of a high school diploma or GED and experience working with individuals with 
developmental disabilities.  If the person is not a DSP at hire, he/she must become a DSP 
within the first 12 weeks of hiring. 
 
 

ESSENTIAL PHYSICAL REQUIREMENTS: 
 
 Ability to operate a vehicle for business destinations and must have a valid driver's license. 
Ability to sit for extended periods of time. 



Ability to pick up objects with fingers, regularly. 
Ability to use hands and arms to reach for objects. 
Vision at 20 feet or more with or without corrective lenses. 
Ability to have color determination. 
Ability to distinguish odors. 
Ability to communicate ideas by spoken word. 
Ability to comprehend the language or nature of sounds in the air. 
Ability to bend forward by bending at the waist, legs, or spine. 
Ability to carry objects with hands or on shoulders when necessary. 
Capable of exerting force up to 35 pounds by pushing or pulling when necessary. 
Capable of raising or lowering objects from one level to another up to 15 pounds. 
Capable of standing on his or her feet for continuous periods of time as job requires. 
Capable of walking considerable distances when necessary. 
Ability to work in a confined space or to crawl and move about on hands and feet. 
 
ESSENTIAL MENTAL REQUIREMENTS: 
 
Ability to learn and comprehend basic instructions to the job. 
Ability to coordinate eyes, hands, and fingers rapidly and accurately. 
Ability to coordinate eyes, hands, and feet in response to visual stimuli. 
Ability to understand the meanings of words and respond effectively. 
Ability to perform basic arithmetic accurately and quickly. 
Ability to read and write using the English language. 
 
WORKPLACE ENVIRONMENTAL CONDITIONS: 
 
Employee may be exposed to constant or intermittent sounds at a level sufficient to cause 
hearing loss of fatigue.  During seasonal weather, employee may be exposed to temperatures 
that may result in significant body discomfort.  Employee may be exposed to dust, fumes, 
vapors, or mists that could affect the occupational health of the employee.  Employee could be 
exposed to the hazards and potential injuries of the road. 
 
EMPLOYEE ACKNOWLEDGEMENT: 
 
I have read and/or received a copy of my job description and understand the principle duties 
and responsibilities, physical requirements, and working conditions of my job. 
 
 
 
____________________________________ ____________________ 
Employee Signature       Date 
 
 
 
 
Revised:  07/25/19 


