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Job Title:   Direct Support Professional – Personal Care 
Department:   OUDP Program  
Reports To:   Director of OUDP Programs  
FLSA Status:   Non-Exempt   
 

Summary   
 
Direct Support Professionals – Personal Care (DSP-PC’s) are responsible for providing direct one-on-one 
service and supports to consumers in the OUDP program. This position has the primary responsibility for 
consumer personal care assistance during on and offsite program activities ensuring all consumers who 
require personal assistance with activities of daily living (ADL’s) which include eating, bathing dressing, 
toileting, transferring (walking) and continence, are routinely monitored and any personal hygiene/care 
needs are immediately addressed.  
 
Direct Support Professionals- Personal Care (DSP-PC’s) are responsible for performing direct active 
supports, ensuring consistency in implementation of established Person-Centered Plans (PCP), various 
support plans (i.e., Health, Safety and Behavioral), and following all safety and health-related policies and 
procedures.  DSP-PCs are responsible for providing support to the individuals receiving services, utilizing 
teachable moments and methods, as instructed by Community Alternatives, to assist the individuals in all 
aspects of daily life with the primary goal of integrating them into their community, as appropriate.  DSP-
PCs are responsible for completion of documentation pertaining to overall support of the individuals and 
for related duties, as assigned.   
____________________________________________________________________________ 
 
DUTIES AND RESPONSIBILITIES  

 

• Primary staff person responsible for consumer personal care assistance during on 
and offsite program activities ensuring all consumers who require personal 
assistance with activities of daily living (ADL’s) which include eating, bathing 
dressing, toileting, transferring (walking) and continence, are routinely monitored 
and any personal hygiene/care needs are immediately addressed. 

• Provide day support, community integration and/or employment training to 
individuals.  Services may be provided at Community Alternatives or in the 
community.  

• Support individuals in leading self-directed lives by collaborating with individuals 
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and others to plan and implement supports that build upon individual strengths, 
choices and capabilities that lead to inclusion into the community. 

• Create a person-centered environment of support for the individuals in their quest 
for more independence and expanded meaningful community opportunities 

• Participate in the development of obtainable outcomes for the individuals’ person-
centered plans (PCP), document the PCP services, outcome and activities scheduled 
for each individual.  

• Follow and address and assist in the individual’s personal care as needed, including 
dressing, grooming, feeding, toileting, positioning or medical/health needs.  

• Report evidence of abuse, neglect and other health and safety issues immediately 

• Complete incident reports and give to supervisor timely for review.  

• Develop and maintain an open line of communication for pertinent information 
about individuals with coworkers, care givers or employers at beginning and end of 
shifts.  

• Interact with the individuals and co-workers in a manner, including language and 
tone of voice, which is consistent with respect for the individual.  

• Keep supervisor (or assigned designee) informed of any problematic issues or 
changes with the individual or in the daily operations of CAI.  

• Provide skill reinforcement activities in areas that may include socialization, 
communication, exercise, recreation, interpersonal skills, civil rights, and self-
determination.  

• Provide training to individuals to maintain current skills, learn new work skills, 
improve social skills and/or modify behaviors that would interfere with 
employment.  Assist the individual with problem solving and meeting job-related 
expectations.  

• If applicable, provide transportation of individuals following CAI Transportation 
policies and procedures 

• The DSP-PC will have specific duties that may include providing personal care, skin 
care and total support of individuals receiving services. Additional tasks include 
assistance with feeding, transferring individuals to and from wheelchairs, utilization 
of a Hoyer lift, completing range of motion exercises with individuals and assisting 
with medication administration.  The DSP-PC will complete daily documentation on 
the DCAF note and will be assigned additional duties as needed.  Proof of 
certification in the State of Virginia is required.   
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COMMUNICATION SKILLS  

 

• Able to read and effectively interpret documents such as safety rules, operating and 
maintenance instructions, and procedure manuals and follow them accordingly and 
consistently.   

• Able to compose well-written routine reports and correspondence. This includes but is 
not limited to proper spelling, punctuation and grammatically correct sentence 
structure that express occurrences in a concise and logical manner.    

• Ability to follow the organization writing guidelines necessary to appropriately 
document PCP’s, support logs and other necessary documents. 

• Ability to speak effectively before groups of customers or employees of organization. 

• computer skills necessary for communication and documentation    
   

 
SKILLS AND ABILITIES  

 

• Strong interpersonal and communication skills are required in order to develop and 
maintain positive relationships with adults with disabilities and provide a positive 
environmental setting.   

• Requires the ability to exercise courtesy and tact in dealing with the general 
community. 

• Ability to add, subtracts, multiply, and divides in all units of measure, using whole 
numbers, common fractions, and decimals.   

• Ability to apply common sense understanding to carry out detailed but uninvolved 
written or oral instructions.  

• Necessary skills are required to maintain and check program records, to participate in, 
and carry out training procedures. 

• Ability to monitor emergency equipment and supplies, and to respond professionally 
in a variety of emergency situations.  

• Ability and willingness to professionally support individuals with challenging behavior 
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SUPERVISORY RESPONSIBILITIES  
This job has no supervisory responsibilities. 

 
 

QUALIFICATIONS      

• Personal Care Assistant (PCA) or Certified Nursing Assistant (CNA) certification   
required 

• Valid driver’s license for at least 3 years, acceptable driving history and proof of auto   
 insurance as required  

• High school diploma or equivalent  

• Ability to pass mandatory and random drug screens 

• Pass a criminal history and personal background checks  
 
CERTIFICATES, LICENSES, REGISTRATIONS  
Personal Care Assistant (PCA) or Certified Nursing Assistant (CNA) Required 
CPR/First Aid, Valid Driver’s License, maintain an excellent Driving Record, current automobile 
insurance, Medicaid Waiver and Medication Assistance Certifications, Auto Insurance, 
Acceptable Driving Record, Satisfactory Tuberculosis Screening. 

 
 
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.  
 

• While performing the duties of this job, the employee is regularly required to use 
hands to finger, handle, or feel; reach with hands and arms; talk or hear; and taste or 
smell.   

• The employee frequently is required to stand, walk and make twisting /bending 
motions at the waist.   

• The employee is occasionally required to sit; climb or balance; and stoop, kneel, 
crouch, or crawl.   

• The employee must regularly lift and/or move up to 20 pounds, frequently lift and/or 
move up to 40 pounds, and occasionally lift and/or move up to 100 pounds.   

• Have good reaction response to protect personal space 
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WORK ENVIRONMENT   
The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job.  

• While performing the duties of this job, the employee is frequently exposed to outside 
weather conditions.  

• The employee is occasionally exposed to wet and/or humid conditions; moving 
mechanical parts; high, precarious places; fumes or airborne particles; toxic or caustic 
chemicals; extreme cold; extreme heat; and risk of electrical shock.   

• The noise level in the work environment is usually moderate. 
 
90-day Training Period Expectations:   

• Employee must demonstrate during introductory period (90 days) competency in the 
following areas:   Successfully pass medications exam within 2 attempts. 

• Successfully pass First Aid and CPR exams to the instructor’s satisfaction  

• Work effectively and professionally with the individuals receiving services 

• Administering medications  

• Completion of Positive Behavior Intervention training (TOVA)  

• Proper Lifting/Pushing techniques and use of Hoyer lift (if applicable)  

• Reliability (showing up on time, not calling off repeatedly, being responsible) 

• Completion of initial training and shadowing requirements 
 
The intent of this position description is to provide a summary of the major duties and 
responsibilities performed by the incumbent of the position.  Incumbents may be required to 
perform other job-related tasks other than those specifically presented in this description. 
 
I have read and understand the above job description.  I affirm that I am qualified to perform 
the duties reflected on this job description. 
 
 
Signature: _________________________________________                        Date:____________ 
 
Name:    ______________________________________________________ 
                    (Please Print) 


