I76214 - DEVELOPMENTAL SPECIALIST



STATE OF NEBRASKA




CLASS CODE:
            176214

CLASS SPECIFICATION




SALARY GRADE
     228

EST: 05/82-REV:05/06 





OVERTIME STATUS:         N

DEVELOPMENTAL SPECIALIST

DESCRIPTION: Work performed under limited supervision of a Residential Services’ Manager,  to support managers and developmental technicians by scheduling developmental technicians to provide direct care at specific homes.  The Specialist’s primary assignment is to coordinate staffing schedules, on a shift, for regular and on-call direct care positions and to complete timekeeping duties that ensure essential documentation relating to the payroll function.   

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Ensure appropriate staffing levels for the facility across all hours and days to provide: protection from harm; all aspects of active treatment; basic care services; and an atmosphere of dignity and respect for the clients, in conjunction with the requirements of TITLE XIX, ICF/MR Standards.  (This task is accomplished by using an EXCEL program.) 

Produce a bi-weekly schedule for each of 26 living units, that provides assigned employees a reference for days and times they should report to work, scheduled trips or activities for the individuals that may impact the schedule, scheduled staff training days (time and place).

Complete all payroll entries using the KRONOS system, ensuring that supporting documentation has been provided and is filed appropriately.  

Ensure that the requirements of the NAPE/AFSCME Contract are followed with regard to: granting vacation, leave, and sick time; offering overtime; moving staff across areas.

Provide orientation training to newly hired developmental technicians as to the use of the KRONOS timekeeping system.

Effectively communicate with managers, developmental technicians, medical staff, administrators and others to ensure that additional staff and safety precautions are in place during times of behavioral or medical crisis,  elopements, and weather emergencies. Utilize Mandt and abuse prevention techniques to control staff response and reactions to escalating situations.
Respond to emergency situations to support direct care staff  and assist as needed using CPR, MANDT procedures, and evacuation techniques. 

Administers medications and treatments observing for adverse reactions and accurately charts relevant information in standard medical format(s).
FULL PERFORMANCE KNOWLEDGE,  SKILLS AND ABILITIES REQUIRED:  (These may be acquired on the job and are needed to perform assigned work.)

Knowledge of:  Facility Policies and Procedures; federal rules and regulations; the State of Nebraska and the NAPE/AFSCME Labor Contract; concepts of active treatment; investigative procedures; abuse prevention techniques; safety standards and emergency procedures; HHSS Work Place policies and the practices.
Ability to:  Organize quickly; maintain flexibility to ensure appropriate support to staff and individuals; communicate clearly and concisely; interpret schedule and coordinate staff to ensure adequate coverage to meet facility and Title XIX Standards; interpret complex data for staff and managers; respond calmly to emergencies. 

ENTRY KNOWLEDGE, SKILLS AND ABILITIES REQUIRED:  (Applicant will be screened for possession of these through written, oral, performance, and or other evaluations.)

Knowledge of:  Using computer programs, including Lotus Notes, excel, Microsoft Word; setting goals and developing a collegial work environment; and coordinating service delivery through a team structure.

Ability to:  Communicate effectively, orally and in writing; ability to problem-solving and determine which issues that arise are beyond his/her scope of authority, so as to refer to proper decision maker; use computer to complete data entry to produce documents and prepare reports. 

JOB PREPARATION GUIDELINES:  (Entry knowledge, skills and/or abilities may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

A high school education, plus completion of institutional training requirement.

SPECIAL NOTE
Incumbents in this position must be on-site providing time-keeping coverage 7 days per week.  They must be available to work outside their regular shift on a regular basis to cover emergencies and staffing shortages.  

Must be a certified med-aide and currently endorsed by Beatrice State Developmental Center.

Page 1 of 2
Page 2 of 2

