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Yates ARC Current Job Postings 
 
 
 

Date 
Posted 

Deadline 
Date Description Department Page* 

 Open Substitute - Residential  All IRA’s 2, 3-5 

 Open Substitute - Bus Driver Transportation 6, 7-8 

 Open Substitute - Classroom Aide Keuka Lake School 9, 10 

5/1/08 5/8/08 Inclusion Specialist/Bus Monitor Sullivan Day Hab 11, 12-13 

5/2/08 5/12/08 Full time Press/Bindery Operator KLE – MD 14, 15-16 

5/5/08 5/16/08 Residential Habilitator 1 Hamilton Street IRA 17, 18-21 

5/5/08 5/21/08 Transportation 
Coordinator/Dispatch Transportation 22, 23-26 

     

* Page numbers are first the posting and the second set is a full job description. 
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 Residential Program 
Job Posting 

 
Position - Residential Substitute 

Duties:  
 
 

 Substitutes provide supervision, support, 
guidance, and instruction in all aspects of the 
lives of the adults with developmental 
disabilities living in the residence. Substitutes 
are required to work with residents enabling 
them to live and participate in the community 
according to their personal goals, preferences 
and needs. 
 

Work Hours - Hours vary based on need and availability. 

Program - Residential;  
Any or all houses 

2 locations in Penn Yan, 2 locations in 
Dundee 
 

Wage & Salary - Grade 3  

Qualifications - High School Diploma or GED 

No restrictions on bending or lifting. 
Willing to work in a team environment 
Must be able to work flexile hours including all shifts, 
holidays and weekends. 
 

Contact - Pat Carroll 
Residential Office 
318 Elm Street 
Penn Yan NY 14527 
(315) 536-4240 
Fax (315) 536-9342 
 

Job Posting - 1/28/07 
Deadline for 
Applications 

- Open 

RE: Substitute - Residential – Job Posting 
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JOB DESCRIPTION 
 

POSITION:   Substitute 
PROGRAM:   Residential Program 
WAGE/SALARY PLAN: GRADE 3 
 
PRIMARY DUTIES AND RESPONSIBILITIES: 
 
Substitutes provide supervision, support, guidance, and instruction in all aspects of the lives of the adults 
with developmental disabilities living in the residence.  Substitutes are required to work with residents 
enabling them to live and participate in the community according to their personal goals, preferences and 
needs.   
 
ESSENTIAL JOB FUNCTIONS: 

 
 
I. Residential Habilitation: 

a. Assists individuals in performing Activities of Daily Living with as much independence as 
possible 
1. Makes sure clothing is clean and appropriate for situation and weather. 
2. Assists with fasteners, zippers, etc. when necessary. 
3. Assists with bathing, shaving, toothbrushing. 
4. Assists with appropriate choices for cosmetics, jewelry, and cologne. 
5. Assists with room maintenance and laundry skills. 

b. Assists in development of social skills by training and role modeling 
1. Table manners 
2. Social amenities 
3. Cooperation 
4. Patience, turn taking sharing, inclusion 
5. Appropriate physical contact 

c. Ensures Safety of Individuals while on shift 
1. Teaching phone number, street address or if non-verbal to show ID card 
2. Safely crossing the street 
3. Correct fire drill procedure 
4. Safety around appliances and sharp objects 
5. Stranger danger 
6. Inappropriate contact (sexual) 

d. Develop Communication Skills 
1. Shopping for clothing, groceries, personal items, gifts 
2. Church 
3. Entertainment outing (restaurants, dances) 

e. Develop Communication Skills 
1. Communication with family members and attending family functions 
2. Communicating with the public in an appropriate manner 
3. Communication with people with disabilities, i.e. sign language 

 
f. Develop Decision Making Skills 

1. Encourage self advocacy and choice making 
2. Offer choices 
3. Teach to understand risks of chosen behaviors 

g. Provide productive, meaningful activities. 
1. Assist with teaching phone skills, sign language, leisure skills such as crafts, computers, 

puzzles, games, etc. 
2. Assist with engaging in outings to stores, movies, church, and community functions. 

h. Complete documentation 

RE: Substitute - Residential – Job Posting 
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1. Document Residential Habilitation Services in accurate, billable notes for each resident 
when provided according to the Res. Hab. plan, IPOP, ISP, medical appointments and 
occurrences, notables, and family contacts. 

2. Completes goal documentation when implemented. 
 
II. Record Keeping 

a. Write daily observations on resident behavior, progress/regression, medication, medical 
conditions, interpersonal relationships, etc. 

b. Record data such as weight, seizure activity, blood pressure, attendance, etc. 
c. Records financial transactions for personal allowance, petty cash and food stamps.  Follows 

procedures related to financial management. 
d. Uses calendars to record appointments and special events. 
e. Completes notable occurrences or incident reports when situations occur. 
f. Completes monthly Documentation change over 

 
III. Communication within the Residence: 

a. Communicates pertinent information with other staff, RN, and Supervisor. 
b. Documents pertinent information in the communication log. 
c. Reads communication and daily logs at the beginning of each shift. 
d. Participates in staff meetings and committees as assigned. 
 

IV. Food and Nutrition 
a. Dietary and nutritional needs of the residents are followed per shift. 
b. Storage of food, menu planning, use of food, and grocery shopping. 

 
V. House and Vehicle Management 
a. Observes Universal Precautions during personal care and cleaning tasks. 
b. Complies with federal and state regulations for fire safety.  Completes fire drills as assigned. 

Participates in drills. 
c. Maintains general cleanliness of the house and vehicles (inside and out). Completes assigned chores 

daily, weekly and monthly. 
d. Completes shopping for groceries and supplies as assigned. Follows agency procedure and uses tax-

exempt certificate. 
e. Follows residence policy on food storage and preparation. 
f. Assists in maintain adaptive equipment by proper use and regular cleaning schedules. 
g. Notifies responsible person for low supplies and refills as needed. 
 
SUPERVISION 
 Received: IRA Manager 
 Exercised:  
 
MINIMUM QUALIFICATIONS 
Must have a high school diploma or equivalent and: 
a. Be free of the communicable disease of Tuberculosis. 
b. Have no bending, lifting restrictions 

 
 

RE: Substitute - Residential – Job Posting 
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ADDITIONAL REQUIREMENTS 
All training as required by the program. CPR, First Aid and SCIP Training. 
Agrees to annual PPD testing. 
 
 
STATEMENT OF UNDERSTANDING 
 
I have reviewed with my supervisor and received a copy of this job description.  I understand job 
performance appraisals will be based upon the responsibilities and essential job functions described above.  I 
further understand that it is my responsibility to contact my Direct Supervisor if clarification of any of my 
responsibilities is required. 
 
           
Employee Signature     Date 
 
           
Supervisor’s Signature    Date 
 

 
 
5/12/04 

RE: Substitute - Residential – Job Posting 
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JOB POSTING 
 
 
 

POSITION: Substitute Vehicle Operator 
 
PROGRAM: Transportation 
 
WAGE & SALARY PLAN: Non-Exempt Hourly Grade  
 
MINIMUM QUALIFICATIONS:  See Attached Job Description 
 
DIRECTOR COMMENTS REGARDING POSITION:  
Bus Driver needed for Monday through Friday morning and afternoon routes to substitute as 
needed.  High School Diploma/GED and clean driving record required.  CDL-BP with 19A 
certification preferred.  Paid training provided for qualified individual.  
 
 
 
RESUME/LETTER OF INTENT DEADLINE:  Open 
 
 
SEND APPLICATION/RESUME/LETTER OF INTENT TO: 

Debra Cimineri, Transportation Director 
Yates County Chapter, NYSARC, Inc. 
235 North Avenue 
Penn Yan, NY  14527   

 
 
 
 
 
DATE OF POSTING: 7/24/2006 

RE: Substitute – Bus Driver – Job Posting 
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JOB DESCRIPTION 

 
POSITION:   Substitute Vehicle Operator 
PROGRAM:   Transportation 
WAGE/SALARY PLAN: Non-Exempt Hourly Grade 5 
 
GENERAL DESCRIPTION 
Charged with the timely pick up and delivery of all program participants, keeping in mind their safety 
and providing the necessary supervision in order to insure this.  Must maintain a valid New York State 
Commercial Driver’s License and a driving record considered acceptable by the agency and the 
agency’s insurance carrier. 
 
PRIMARY DUTIES AND RESPONSIBILITIES 
• Responsible for the safe pick up and delivery of all program participants.  
 
• Abides by all codes and rules to the operation of safe vehicles as stipulated by the New York State 

Commissioner of Traffic and the Department of Motor Vehicles. 
 
• Reports all vehicle problems, concerns and maintenance needs to the Transportation Director and 

keeps vehicle clean both inside and out. 
 
• Adheres to designated route plan and participates in appropriate training classes. 
 
• Maintains appropriate behavior of program participants riding vans/buses and report immediately 

verbally and in writing, all untoward incidents occurring during boarding and/or transit to the 
Transportation Director. 

 
• Must know and follow various agency rules and regulation pertaining to safe transportation of 

program participants, and maintenance of vehicles as outlined in Transportation Policy and 
Procedures. 

 
• Responsible for timely submission of all required reports to the Transportation/Safety Director.  
 
• Performs vehicle maintenance checks daily. 
 
• Attends transportation staff meetings. 
 
• Monitor supply of safety equipment in vehicle and reports to the Transportation Director any 

discrepancies or needs. 
 
• Works with bus monitor(s) on all program participant related issues, gives guidance when 

necessary. 
 
• Maintain close contact with Agency during inclement weather concerning road conditions. 

RE: Substitute – Bus Driver – Job Posting 
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Job Description 
Substitute Vehicle Operator 
Page 2 
 
 
• Completes additional assigned duties as requested. 
 
• Follows all Driver Requirements outlined in Transportation Policy and Procedures. 
 
 
MINIMUM QUALIFICATIONS 
 
• Valid CDL-BP 
• Clean Driving Record 
• High school diploma or GED 
• Must be free of communicable disease Tuberculosis and tested annually 
• Must be able to lift and/or transfer individuals with or without mechanical supports 
 
REQUIREMENTS WITHIN 30 DAYS OF HIRE 
• 19A DMV Certified  
 
REQUIREMENTS WITHIN 3 MONTHS OF HIRE 
• CPR, First Aid and SCIP certified 
 
SUPERVISION 
 
EXERCISED:      None 
RECEIVED:       Transportation Director 
 
EMPLOYEE ACKNOWLEDGMENT 
 
I have reviewed with my supervisor and received a copy of this job description.  I understand 
performance appraisals will be based upon the responsibilities and essential job functions described 
above.  I further understand it is my responsibility to contact my direct supervisor if clarification of 
any of my responsibilities is required. 
 
 
 
 
______________________________________  ________________________ 
Employee      Date 
 
 
 
 
_____________________________________  _______________________ 
Transportation Director     Date 
 

RE: Substitute – Bus Driver – Job Posting 
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JOB POSTING 
 

POSITION:     Substitute classroom aide 
 
PROGRAM:     Keuka Lake School 
 
WAGE & SALARY PLAN:   Substitute Rate 
 
MINIMUM QUALIFICATIONS:  See attached Job Description 
 
DIRECTOR COMMENTS   See attached Job Description 
REGARDING POSITION:  *prefer candidate with at least 1 year  

 experience working with young children 
 
RESUME & LETTER OF INTENT 
DEADLINE:     Open posting 
 
SEND RESUME & LETTER 
OF INTENT TO:    Deborah Fabris-Coon 
      Keuka Lake School 
      270 Lake Street 
      Penn Yan, NY  14527 
       Or 
      dfcoon@yatesarc.org 
 
 
 
DATE OF POSTING:    10/13/06  

RE: Substitute – KLS Classroom Aide – Job Posting 
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YATES COUNTY CHAPTER NYSARC 
KEUKA LAKE SCHOOL 

JOB DESCRIPTION 
 

POSITION:   SUBSTITUTE, CLASSROOM AIDE 
PROGRAM:   KEUKA LAKE SCHOOL 
WAGE/SALARY PLAN: SUBSTITUTE RATE 
 
Under the guidance of the supervising classroom teacher assist in providing direct and indirect 
support to preschool children with disabilities.  Model appropriate language and behavior 
techniques for preschool children.   
 
RESPONSIBILITIES 
 
1. Assist the teacher by helping to implement preschool curriculum. 
 
2. Assist in creating educational materials and displays including children’s art work, 

curriculum themes and special events. 
 
3.  Help supervise students at morning busing, during the school day, and at afternoon  
     busing times. 
 
3. Ensure the safety of students at all times. 
 
4. Assist in diapering, toileting and toilet training. 
 
5. Assists with morning, afternoon snack and help supervise lunch times. 
 
6. Help maintain overall organization of classroom equipment and supplies as well as the 

physical maintenance of the classroom. 
 
7. Help to carry over appropriate behavior management techniques to maintain a safe 

environment for children. 
 
8. Help to maintain a team atmosphere within the classroom by working in a professional and 

supportive manner. 
 

  

RE: Substitute – KLS Classroom Aide – Job Posting 
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JOB POSTING 
 

 
 
Position:   Bus Monitor / Inclusion Specialist     
    
Program:   Day Habilitation  
    Yates ARC 
 
Wage & Salary Plan: Non-Exempt Hourly Grade 4 (37.50 hrs. per wk.) 
 
Qualifications:  See Attached Job Description  
 
     
Director Comments Regarding Position: 
 
Duties include planning and implementing activities in both community and on-
site, providing training in activities of daily living and assistance with personal 
care; providing general supervision for consumers on designated transportation 
route. Must be able to lift and work effectively as part of a team.    
 
Resume & Letter of Intent Deadline: 05/08/08 
 
Send letter of intent or application to: 
 
Barb Andersen, Director of Day Habilitation 
Yates County Chapter, NYSARC, Inc.  
235 North Avenue  
Penn Yan, NY 14527  
 
Date of Posting: 05/01/08 
 
Date Available: Immediately 
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    YATES COUNTY CHAPTER NYSARC, INC. 
JOB DESCRIPTION 

 
Position:   Bus Monitor/Inclusion Specialist 
Program:  Transportation/Day Habilitation 
Wage/ Salary Plan: Non-Exempt Hourly- Grade 4 
 
PRIMARY DUTIES AND RESPONSIBILITIES 
 
As a Bus Monitor, provide general supervision for consumers on designated transportation route.  In the Day 
Habilitation program, perform the duties of Inclusion Specialist in assigned program area. 
 
ESSENTIAL JOB FUNCTIONS 
Transportation - Bus Monitor 
1. Escort consumers on and off vehicles, if appropriate. 
2. Assist with loading consumers in wheelchairs with both brakes locked, and secure wheelchairs with all four 

tie downs and seatbelt. 
3. Ensure that all consumers have fastened seatbelts. 
4. Provide proper level of supervision while enroute. 
5. Follow structured behavior management plans for designated consumers. 
6. Assist with personal hygiene of consumers on the transportation route, as necessary and appropriate. 
7. Monitor each consumer’s general emotional and physical well being and report all changes to 

Transportation Director or appropriate Day Habilitation staff. 
8. At the driver’s request, assist with guiding the driver with any parking or backing maneuvers. 
9. Complete reports and forms as indicated by current agency policy and/or designated by Transportation 

Director or Behavioral Coordinator/designee. 
10. Comply with requirements as outlined in the Transportation Policy and Procedures. 
11. Assist with keeping vehicle clean and neat as assigned by the Transportation Director. 
 
Day Habilitation -  
1. Maintains accurate knowledge of individual Day Habilitation plans, including physical and medical 

conditions/restrictions, PASS plans and Individual Protective Oversight Plans.   
2. Implements Day Habilitation plans as trained daily for assigned consumers. 
3. Completes daily documentation that describes the services delivered, and is in compliance with all 

applicable OMRDD and Medicaid regulations.  This includes behavior tracking and other types of daily 
notes and documentation as requested. 

4. Provides assistance and training with all aspects of personal care and daily living skills, promoting 
independence to maximize each person’s potential. 

5. Demonstrates appropriate PICS, lifting, transfer, and dining techniques as trained for each person. 
6. Monitors and assures each consumer’s emotional and physical well-being. Reports all changes to 

supervisor. 
7. Implements a planned schedule of group and individual activities designed to assist each person in 

achieving their valued outcomes as identified in the ISP, and that allow opportunities for teaching skills to 
promote increased independence and productivity.  

8. Implements community inclusion opportunities based on each person’s preferences and valued outcomes.  
Provides training and assistance to enhance independence in the community and the development of natural 
supports and relationships. 

9. Demonstrates effective teaching techniques and role modeling of appropriate communication and social 
behaviors throughout all activities both at the program site and in the community. 

10. Empowers consumers to develop skills in personal choice through daily selection of activities and   within 
daily routine.  
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11. Maintains a clean, safe environment in their program area and throughout the facility. 
12. Completes various forms (seizure reports, notable occurrences, etc.) as indicated by current Agency 

policy. 
 
PROFESSIONAL CONDUCT: 
• Demonstrate behavior and attitude consistent with agency mission, vision, values and guiding principles. 
• Foster agency and program wide cooperation through use of positive and constructive communication 

techniques.       
 
YATES ARC SAFETY AND HEALTH STATEMENT 
• Safety and health in our organization must be part of every operation. Without question, it is every 

employee’s responsibility at all levels. 
 
• The safety and health of every employee is a high priority. Management accepts responsibility for 

providing a safe working environment and employees are expected to take responsibility for performing 
work in accordance with safe standards and practices. Safety and health will only be achieved through 
teamwork. Everyone must join together in promoting safety and health and taking every reasonable 
measure to assure safe working conditions and practices in Yates ARC. 

 
SUPERVISION: 
Exercised: None 
Received:  Transportation Director,  Habilitation Specialists 
 
MINIMUM QUALIFICATIONS 
1. High school diploma or GED. 
2. No lifting or bending restrictions. 
3. Free from the communicable disease of tuberculosis and agree to annual testing. 
4. Ability to transfer individuals with or without mechanical supports. 
 
REQUIREMENTS WITHIN SIX MONTHS 
1. CPR, First Aid, and PICS certification. 
2. All other mandated training as assigned. 
 
 
APPROVAL:________________________________   DATE:___________________________ 
 
EMPLOYEE ACKNOWLEDGMENT 
I have reviewed with my supervisor and received a copy of this job description.  I understand performance 
appraisals will be based upon the responsibilities and duties described above.  I further understand that it is my 
responsibility to contact the Transportation/Safety Director and/or the Director of Day Habilitation if 
clarification of any of my responsibilities is required. 
 
__________________________________  _______________________________ 
Employee      Date 
 
__________________________________  ________________________________ 
Transportation Director                 Date 
 
__________________________________  ________________________________ 
Director of Day Habilitation      Date 
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JOB POSTING 

 
Position:  Full time press/bindery operator 

 
Program:  Keuka Lake Enterprises Manufacturing Division 
 
Wage and Salary Plan:  Grade 4 hourly/non exempt 
 
Minimum Qualifications:  See Attached Job Description 
 
Resume & Letter of Intent Deadline:  5/12/08 
 
Send Resume and Letter of Intent to: 
Brenda Fultz 
Operations Manager/KLE-MD 
226 Sheppard Street 
Penn Yan, NY 14527 
 
Date of Posting:  May 5, 2008 
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JOB DESCRIPTION 
Name:   
Date of Hire:  
Position Title:  Press/Bindery Operator 
Program:  Keuka Lake Enterprises 
Wage/Salary:   
Grade:  4 
Step:   
 
Primary Duties and Responsibilities: 
Assists and performs routine aspects of press/bindery operations. 
 
Specific Duties to include: 
Press/Bindery Operation-Operate the printing presses and bindery equipment; set up equipment and 
run jobs according to job specifications. 
Professional Conduct-Demonstrates behavior and attitude consistent with agency mission, philosophy 
and policies. Fosters agency and Program wide cooperation through use of positive and constructive 
communication techniques. 
 
Other duties to include: 
1. Achieves production according to schedule. 
2. Meet printing and bindery production demands through effective utilization of own skills.  
3. Assist Press/Bindery Supervisor in the maintenance of an accurate production schedule for all 

operations. 
4. Assist Press/Bindery Supervisor in analyzing plant layout and workflow, implements proper 

methods to best utilize the workspace to insure efficient operation and cost-effective printing. 
5. Assist Press/Bindery Supervisor in the development of work procedures to achieve most efficient 

production. 
6. Inspects for consistency and completeness of all incoming work and alerts Press/Bindery 

Supervisor when customer and or The Print Shop generated artwork specifications have 
typographical, seem wrong or are impossible to fulfill. 

7. Controls waste and spoilage within acceptable limits. 
8. Assist Press/Bindery Supervisor in planning jobs. 
9. Alert Press/Bindery Supervisor when service or supplies are needed.  
10. Assist Press/Bindery Supervisor in testing and selecting printing/bindery equipment. 
11. Assures a safe working environment is provided for program participants and staff, complying with 

all federal, state, and local codes. 
12. Other duties as assigned.  
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Knowledge and Skill Required: 
High School Diploma or equivalent.  Knowledge of printing processes, bindery processes, and terminology is a 
plus. Knowledge of the mechanics and capabilities of printing press (AB Dick). Good eye for color.  Mechanical 
aptitude, skills in work planning and scheduling. Must be free of communicable disease of tuberculosis and agree 
to annual PPD testing.  Must posses a valid New York State driver’s license and a driving record considered 
acceptable by the Agency and their insurance carrier. 
 
Yates ARC Safety and Health Statement 
 
♦ Safety and health in our organization must be part of every operation. Without question, it is every 

employee’s responsibility at all levels. 
 
♦ The safety and health of every employee is a high priority. Management accepts responsibility for 

providing a safe working environment and employees are expected to take responsibility for 
performing work in accordance with safe standards and practices. Safety and health will only be 
achieved through teamwork. Everyone must join together in promoting safety and health and taking 
every reasonable measure to assure safe working conditions and practices in Yates ARC. 

 
 
Supervision: 
Exercised: None 
Received: Press/Bindery Supervisor  
 
Statement of Understanding: 
I have reviewed with my supervisor and received a copy of this job description. I understand 
performance appraisals will be based upon the responsibilities and duties described above. I further 
understand that it is my responsibility to contact my Direct Supervisor if clarification of any of my 
responsibilities is required. 
 
 
Approval: ___________________________________________Date: _________________  
 
Employee Signature:___________________________________Date: _________________  
 
Supervisor Signature: __________________________________Date: _________________  
 
 
PS-Person.3-JobDescript. 
2/01 
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JOB POSTING 
 
 
 

POSITION: Residential Habilitator I 
 
PROGRAM: Residential Program  

Hamilton Street IRA 
 
 
WAGE & SALARY PLAN: 
 
MINIMUM QUALIFICATIONS:  See Attached Job Description 
 
DIRECTOR COMMENTS REGARDING POSITION: 
Base Hours:     33 hours Overnights 
  9a-10a Wed (staff mtg) 
 
 
RESUME & LETTER OF INTENT DEADLINE: May 16, 2008 
 
SEND RESUME & LETTER OF INTENT TO: Richard L. Roy Mgr. 
       205 b Hamilton Street  
       Penn Yan, NY 14527 
       315-536-9499 
 
  
 
DATE OF POSTING: 5/5/08 
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JOB DESCRIPTION 
 

POSITION:   Residence Habilitator I 
PROGRAM:   Residential Program 
WAGE/SALARY PLAN: GRADE 4 
 
PRIMARY DUTIES AND RESPONSIBILITIES: 
 
The Residence Habilitator provides supervision, support, guidance, and instruction in all aspects of the lives 
of the adults with developmental disabilities living in the residence.  Residence Habilitators are required to 
work with all residents enabling them to live and participate in the community according to their personal 
goals, preferences and needs.  Residence Habilitators are members of a team of service providers who work 
cooperatively for the individual. 
 
ESSENTIAL JOB FUNCTIONS: 

 
 
I. Residential Habilitation: 

e. Assists individuals in performing Activities of Daily Living with as much independence as 
possible 
6. Makes sure clothing is clean and appropriate for situation and weather. 
7. Assists with fasteners, zippers, etc. when necessary. 
8. Assists with bathing, shaving, toothbrushing. 
9. Assists with appropriate choices for cosmetics, jewelry, and cologne. 
10. Assists with room maintenance and laundry skills. 

f. Assists in development of social skills by training and role modeling 
6. Table manners 
7. Social amenities 
8. Cooperation 
9. Patience, turn taking sharing, inclusion 
10. Appropriate physical contact 

g. Provide Safety Training and Ensures Safety of All Individuals While on Shift 
7. Teaching phone number, street address or if non-verbal to show ID card 
8. Safely crossing the street 
9. Correct fire drill procedure 
10. Safety around appliances and sharp objects 
11. Stranger danger 
12. Inappropriate contact (sexual) 

h. Develop Communication Skills 
4. Shopping for clothing, groceries, personal items, gifts 
5. Church 
6. Entertainment outing (restaurants, dances) 

f. Develop Communication Skills 
4. Communication with family members and attending family functions 
5. Communicating with the public in an appropriate manner 
6. Communication with people with disabilities, i.e. sign language 

i. Provide Medical and Health training 
1. Assist with transportation to and from medical appointments 
2. Ensure medical information is documented 
3. Assist in training to self medicate 
4. Assist with teaching sexual education and skills based on their sexual assessment 

j. Develop Decision Making Skills 
4. Encourage self advocacy and choice making 
5. Offer choices 
6. Teach to understand risks of chosen behaviors 

k. Provide Behavior Training 
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1. Teach to behave in a socially acceptable manner using approved plans with rewards and 
consequences. 

2. Teach to express negative feelings in an acceptable way. 
3. Teach alternate strategies for problem solving 

l. Provide productive, meaningful activities. 
3. Assist with teaching phone skills, sign language, leisure skills such as crafts, computers, 

puzzles, games, etc. 
4. Assist with engaging in outings to stores, movies, church, and community functions. 

m. Complete documentation 
3. Document Residential Habilitation Services in accurate, billable notes for each resident 

when provided according to the Res. Hab. plan, IPOP, ISP, medical appointments and 
occurrences, notables, and family contacts. 

4. Completes goal documentation when implemented. 
 
II. Primary Habilitator 

1. Advocates for the social, financial, medical, and programmatic needs of each 
primary on an individual basis. 

2. Acts as liaison with primary’s family.  Assists person with letters, phone calls, 
planning visits and purchasing gifts. 

3. Develops and maintains inventory of primary's personal belongings. 
4. Summarizes daily log and goal progress in monthly log.  Prepares monthly 

summary and data sheets.  Maintains individuals file. 
 
IV. Record Keeping 

g. Write daily observations on resident behavior, progress/regression, medication, medical 
conditions, interpersonal relationships, etc. 

h. Record data such as weight, seizure activity, blood pressure, attendance, etc. 
i. Records financial transactions for personal allowance, petty cash and food stamps.  Follows 

procedures related to financial management. 
j. Uses calendars to record appointments and special events. 
k. Completes notable occurrences or incident reports when situations occur. 
l. Completes monthly Documentation change over 

 
V. Communication within the Residence: 

e. Communicates pertinent information with other staff, RN, and Supervisor. 
f. Documents pertinent information in the communication log. 
g. Reads communication and daily logs at the beginning of each shift. 
h. Participates in staff meetings and committees as assigned. 

 
VI. Medical: 

a. Administers medications as assigned.  Completes cardex and documentation of medical 
conditions, which need to be followed until healed. 

b. Orders and receives medications, including controlled substances.  Ensure expiration dates are 
current and there are adequate refills. 

c. Carries out other medical procedures (e.g. enemas, wound care, treatment of genital 
conditions, etc.) for which the employee has received training. 

d. Transcribes doctor’s orders to the cardex. 
e. Observes and adheres to Agency’s medical policies and procedures. 
f. Implements special diets per doctor’s order. 
 

VII. Food and Nutrition 
c. Dietary and nutritional needs of the residents are followed per shift. 
d. Storage of food, menu planning, use of food, and grocery shopping. 

 
VIII. House and Vehicle Management 
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h. Observes Universal Precautions during personal care and cleaning tasks. 
i. Complies with federal and state regulations for fire safety.  Completes fire drills as assigned. 

Participates in drills. 
j. Maintains general cleanliness of the house and vehicles (inside and out). Completes assigned 

chores daily, weekly and monthly. 
k. Completes shopping for groceries and supplies as assigned. Follows agency procedure and uses 

tax-exempt certificate. 
l. Follows residence policy on food storage and preparation. 
m. Does maintenance check on vehicles before driving.  Fills vehicle with fuel when tank is at half 

tank. 
n. Assists in maintain adaptive equipment by proper use and regular cleaning schedules. 
o. Notifies responsible person for Low supplies and refills as needed. 
p. Cleans house and maintains a sanitized environment. 

 
SUPERVISION 
 Received: IRA Manager 
 Exercised:  
 
 
 
 
 
 
 
 
 
MINIMUM QUALIFICATIONS 
Must have a high school diploma or equivalent and: 

c. Be free of the communicable disease of Tuberculosis. 
d. Have no bending, lifting restrictions 

Must possess a valid N.Y.S. driver’s license and driving record considered acceptable by the 
Agency and the Agency Insurance Carrier. 
 
ADDITIONAL REQUIREMENTS 
All training as required by the program.  Must maintain certification in Medication Administration, CPR, 
First Aid and SCIP Training. 
Agrees to annual PPD testing. 
 
 
STATEMENT OF UNDERSTANDING 
 
I have reviewed with my supervisor and received a copy of this job description.  I understand job 
performance appraisals will be based upon the responsibilities and essential job functions described above.  I 
further understand that it is my responsibility to contact my Direct Supervisor if clarification of any of my 
responsibilities is required. 
 
           
Employee Signature     Date 
 
           
Supervisor’s Signature    Date 
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Addendum 
 
I understand that I must maintain Medication Administration Certification.  Failure to pass 
written/practicum tests will result in demotion to Residence Habilitator status at Wage Grade Level 3, step 
1.  I understand my hours will be kept at my current status, however, my rate of hourly pay will decrease to 
that of Residence Habilitator until such a time, as I am re-certified.  I understand I will have the 
opportunity to receive training and re-testing within a six-month period. 
 
 
           
Employee Signature     Date 
 
 
           
Supervisor Signature     Date 
 
 
JOB DESCRIPTION ADDENDUM 
 
 
I understand the qualifications for my position with the Yates ARC requires that I possess a valid NYS 
Driver’s License that is acceptable to the Agency’s Insurance Carrier and to the Agency as outlined in the 
Transportation Policy and Procedure Manual.  I further understand that should a Department of Vehicle 
Violation make me an unacceptable driver, I will be terminated from my position. 
 
This addendum is effective 9/21/98. 
 
 
            
Employee Signature      Date 

 
 
5/12/04 
CSN 
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YATES COUNTY CHAPTER, NYSARC, INC. 
 

JOB POSTING 
 
 

POSITION:    Transportation Coordinator/ Dispatcher 
 
PROGRAM:    Transportation 
 
WAGE/SALARY PLAN:   Hourly Non- Exempt Grade 7 
 
APPLICATION DEADLINE: May 21, 2008  

 
 
POSITION AVAILABLE: May 12, 2008  
 
 
Send letter of intent or application to: 

 
Debra Cimineri, Transportation Director 
Yates County Chapter, NYSARC, Inc. 
235 North Avenue 
Penn Yan, NY  14527   

 
 
 
 
 
 
 
 
 
 
 
 
 
Date of Posting: 5/6/08 
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JOB DESCRIPTION 
 
POSITION:  Transportation Coordinator/Dispatcher 
PROGRAM:  Transportation 
WAGE/SALARY PLAN: Hourly Non – Exempt  Grade 7 
 
PRIMARY DUTIES & RESPONSIBILITIES: 
To provide a positive and professional atmosphere for the customers of Yates ARC. Primarily responsible for 
receiving request, dispatching and answering questions regarding transportation. Serve as NYS DMV Certified 
19A Examiner.  Train and/or retrain staff in wheelchair securement and van evacuation.  Substitute as vehicle 
operator, as assigned. Prepares daily manifests for drivers and communicates with drivers and monitors throughout 
the day using mobile phones and other communication devices. Ensures drivers are aware of maintenance schedule 
for buses to include arrangements to ensure vehicle(s) are delivered to vendors for maintenance. Provide clerical 
support to Transportation Director. Has considerable tact and uses professional manners when dealing with the 
general public, associates and other agency representatives requesting service.  Act as designee in the absence of 
the Transportation Director. 
 
PERFORMANCE OBJECTIVES: 

1. Exhibits behaviors that are consistent with the Mission, Values and Guiding Principles of Yates ARC. 
 

2. Act as liaison between customers and Transportation Staff to ensure efficiency of dispatching operation 
and quality customer service. Dispatch and monitor the transportation assignments as per the appropriate 
mode of communication. 

 
a) Answer telephone and greet customers in prompt, professional and courteous manner. Refer the more 

specialized calls to appropriate parties.  
b) Take accurate and complete messages. 
c) Check email, telephone voice mail and/or other electronic mail systems at beginning of shift, 

throughout the shift and at the end of shift and respond to messages as needed. 
d) Check personal agency mailbox at beginning of shift, throughout the day and at the end of shift. 
e) Check fax machine for transportation requests at the beginning of shift, throughout the shift and at the 

end of the shift. 
 

3. Prepare and process vehicle schedule, driver schedule and dispatch scheduled runs, cancellations and 
daily ride changes.  Submit bi-weekly program billing reports (contract transportation such as Mental 
Health,  

 Pathways, etc.) on due dates. 
  
 a)     Ensure all regular route reservations are renewed accurately by the 10th of each month. 
               b)     Delete all reservations over 30 days old at time of reservation renewal. 
               c)     Delete reservations for all scheduled rides (i.e. vacation, in hospital, leave of absence, etc.). 
 d)      Print all route manifests and distribute appropriately. 
 

4. Update and maintain integrity of Yates ARC Customer Database. 
 

a)      Ensure all customer profile information is accurate and entered according to Yates ARC Customer    
         Database format. 
b) Ensure there is date of birth for every passenger. 
c) Ensure Medicaid Identification number is entered, if appropriate. 
d) Enter deactivation date whenever services are no longer required. 
e) Ensure Private Pay Information is entered accurately. 
f) Ensure all reservations are accurate and up-to-date. 
g) Complete database changes and distribute appropriately. 
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5.    Prepare appropriate billing reports for transportation services. 
 
       a)     Enter billing information from route manifests into database by 9:00am the next day. 
       b)     Ensure rate codes and rates are accurate. 
       c)     Submit billing to Finance Office by the 10th of each month. 
       d)     Submit billing for bus trips and submit reports to finance office by the 10th of each month. 
       e)     Submit billing for all interdepartmental vehicle usage and submit reports to finance office by the 10th of  
               each month. 
       f)     Make copies of all reports and file. 
 
6.   NYS DOT 5310 Biannual report for each vehicle received through the 5310 grant program.  
 
      a)      Prepare NYS DOT 5310 biannual report for each vehicle received through the 5310 grant program  
               completed to Transportation Director to sign no later than April 15th and October 15th. 
 
7.   Primary responsibilities as NYS DMV CERTIFIED 19A EXAMINER. 
 
      a)     Complete all training as required in order to maintain Certification as a 19A Examiner through the New  
              York State Department of Motor Vehicles. 

b)  Conduct NYS DMV 19A biennial behind-the-wheel-driving test, biennial oral/written examination, and   
        annual defensive driving review for all bus drivers on the agency roster. 

      c)     Maintain NYS DMV 19A files for all bus drivers on the agency roster. 
d) Provide driver training for bus drivers and van drivers according to agency policy, as assigned. 
e) Train and test agency drivers to complete pre-trip vehicle inspections in the same method that is practiced 

by school districts.  
 
8.   Primary responsibilities as WHEELCHAIR SECUREMENT AND VAN EVACUATION TRAINER. 
 
      a)    Train new staff and/or retrain staff in wheelchair securement, new hire and annual training. 

b) Train and/or retrain staff in van evacuation, new hire and annual training. 
c) Document training and maintain file for staff that completes these trainings. 
d) As the agency wheelchair securement trainer, annual updates with DDSO in wheelchair securement are 

required. 
e) As the agency wheelchair securement trainer instruct driver certification classes in wheelchair securement. 

 
9.   Responsible for completing and maintaining training and certification requirements as designated by the 
agency, 
      including Drug and Alcohol testing. 
 
      a)    Make staff appointments at Solders and Sailors Hospital for the Drug and Alcohol Testing and Physicals.  
 
10.   Primary responsibilities as VEHICLE OPERATOR. 
 

a) Come familiar with and abide by all transportation policies and guidelines as they relate to our bus riders 
and department operations in order to respond to daily inquiries and emergencies in an informative and     

        appropriate way. 
b) Responsible for completing and maintaining training and certification requirements as designated by the 

agency, including Drug and Alcohol testing. 
c) Know all bus routes and be available to drive for any route, as assigned. 
d) Abide by all state, local and agency codes and rules regarding the safe operation of a motor vehicle.  
e) Provide for the safe transport of all passengers.  
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f) Follow structured behavior management plans for designated consumers. 
g) Report untoward incidents occurring during transit to the Transportation Director. 
h) Ensure that all consumers’ seatbelts are fastened. 
i) Provide proper level of supervision during transit. 
j) Submit all required reports to the Transportation Director.  

 
10.    Assist the Transportation Director in the event of an emergency such as an accident, breakdown,  weather  
         delay and /or other difficulties. 
 
         a)    Act as liaison between bus operator and/or other transportation staff and emergency personnel  
                 (i.e. provide location, nature of emergency, etc.). 
         b)    Contact care providers, day programs and appropriate personnel and keep them informed of status. 
         c)    Monitor weather reports and keep Transportation Director abreast of details (road closures, state of  
                emergency, etc.). 

f)    Contact radio or media contacts with closures or delay information. 
g)    Implement the closure or delay chain information when needed. 

 
11.   Coordinate Vehicle Maintenance services with vendors and drivers. 
 
         a)    Check daily the pre-trip inspections sheets for vehicle defects and/or maintenance. 
         b)    Reassign vehicles on routes as needed, taking into consideration seating capacity of vehicles, numbers of  
                passengers per route, etc. 
         c)    Keep Transportation Director informed of vehicle route assignments and changes in assignments. 
 
12.    Complete weekly schedule for Transportation staff and agency vehicle requests.  
 
          a)   Assign appropriate trained staff to vehicle requested. 
          b)   Assign appropriate trained staff to weekly route schedule. 
 
13.    Perform Department clerical duties. 
        

a) Act as time keeper for drivers and monitors. 
b) Keep transportation staff lists current. 
c) Perform other clerical duties as assigned (type reports, letters, etc.). 
d) Instruct driver certification classes, as requested. 

 
 
14.    Fill in operationally in the absence of the Transportation Director. 
 
MINIMUM QUALIFICATIONS 
• High school diploma or GED. 
• Possess a valid NYS Commercial Driver License Class B, with Passenger Endorsement and 19A Certification. 
• Clear driving record for minimum of three years prior to employment.  
• Maintain a driving record considered acceptable by the agency and agency’s insurance carrier. 
• Work for 19A Carrier for minimum of 18 months in the past three years. 
• Two years experience in driver training and evaluation. 
• Free of the communicable disease Tuberculosis and agree to annually testing. 
• Able to lift and/or transfer individuals with or without mechanical supports 
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REQUIREMENTS WITHIN 6 MONTHS OF HIRE 
• Complete 30-hr 19A training course and become DMV 19A Certified Examiner. 
• Attend mandatory training to maintain 19A certification as an examiner. 
• Complete Wheelchair Securement Train the Trainer Course 
• Complete Van Evacuation Train the Trainer Course 
• Complete training as required by the agency including CPR, First Aid and SCIP 
 
SUPERVISION 
• Exercised:       
• Received:       Transportation Director 
 
 
PROFESSIONAL CONDUCT: 

1. Demonstrates behaviors and attitudes that support the agency mission, vision, and values and 
guiding principles. 

2. Fosters agency and program wide cooperation and teamwork through positive/constructive 
communication techniques. 

 
Yates ARC Safety and Health Statement: 
♦ Safety and health in our organization must be part of every operation. Without question, it is every 

employee’s responsibility at all levels. 
 
♦ The safety and health of every employee is a high priority. Management accepts responsibility for 

providing a safe working environment and employees are expected to take responsibility for 
performing work in accordance with safe standards and practices. Safety and health will only be 
achieved through teamwork. Everyone must join together in promoting safety and health and taking 
every reasonable measure to assure safe working conditions and practices in Yates ARC. 

 
 
ADDITIONAL REQUIREMENTS: 
Must be free from the communicable disease of tuberculosis.  Must agree to be tested yearly for 
tuberculosis or submit doctor’s waiver in lieu of testing. 
Must have a valid New York State Drivers license and be in possession of a driving record compatible 
to agency insurance. 
 
STATEMENT OF UNDERSTANDING: 
I have reviewed with my supervisor and received a copy of this job description.  I understand 
performance appraisals will be based upon the responsibilities and duties described above.  I 
further understand that it is my responsibility to contact my direct supervisor if clarification of 
any of my responsibilities is required. 
 
______________________________       _______________________                _______________ 
Employee Signature     Print Name    Date 
 
 
_______________________________ _________________________           ________________ 
Supervisor Signature   Title                                                        Date 


