
The Gregory Kistler Treatment Center, Inc. 
 
 

Job Description 
 

DIRECT SUPPORT PROFESSIONAL 
 

  
SUPERVISOR:  Waiver Manager 
   Care Coordination Specialist 
 
CLASSIFICATION:  Nonexempt 
 
BENEFIT PLAN:   Full Time 
 
ESSENTIAL FUNCTIONS 
 
 
Employee must possess the ability to work in a constant state of alertness to ensure the 
health, welfare, and safety of developmentally disabled persons and to ensure the safe 
administration of persons served medication needs and/or the safe transportation of persons 
served within the community. 
 
Assist person served to acquire, retain, and improve skills according to the individualized plan of care 
in the home and community settings. 
 
Provide daily documentation of services provided, incident reports, and other required reports 
according to Kistler Center, Arkansas Medicaid, and PASSE requirements. 
 
Notify supervisor of any issues related to the provision of the service plan. 
 
Treat each person served with care and dignity and avoid the use of any corporal punishment. 
 
Access emergency services systems as needed. 
 
Report any use of seclusion or restraint, maltreatment or abuse, or any incidents requiring the 
attention of EMT, paramedics, police, fire department, or medical personnel to the supervisor. 
 
Encourage participation and focus increasing independence of person served for their plan of care 
goals and daily living skills. 
 
Read and focus on person served goals daily.  Documentation of progress towards goals must be 
entered and completed at the end of each shift by employee.  
 
Assist person served with achieving and maintaining daily living skills and goals such as toileting, 
feeding/eating/preparing meals, bathing, and communication. 
 
Provide transportation for person served as required to implement plan of care. 
 
Demonstrate the ability to interact and communicate effectively with persons served, families, staff, 
and others in the implementation of Waiver services. 
 
Ensure the Center is represented in a positive and professional manner by exhibiting exemplary 
behavior in relations with persons served, families, staff, and others in the community. 
 



  
Assist and perform other duties as needed. 
 
MEDICATION ADMINISTRATION  –  CONSUMER DIRECTED CARE ACT 
 
Employee must complete the Kistler Center’s medication teaching program to administer or assist in 
the administration of any medication to the person served.  Employee will not administer medication 
until this training is complete. 
 
Employee must not administer any medication that is not listed on the Medication Administration 
Record. 
 
Employee must not administer any medication that has been prepared by someone else. 
 
Narcotics may be prescribed by a physician for a Person Served.  Employees must perform a pill-
count for each narcotic in the home.  This count must be performed at each shift change involving The 
Gregory Kistler Treatment staff.   
 
If a discrepancy is noted, report the discrepancy immediately to your supervisor and the Medication 
management Nurse and complete a “Medication Incident Report”.  
 
Notify supervisor if all medications for the person served are not stored in a locked receptacle. 
 
Employees must be turn in the monthly Medication Administration Record (MAR) to the Center 
by the 5th working day of the following month. 
 
MEDICATION ADMINISTRATION  –  SELF ADMINISTRATION OF MEDICATION 
 
If the parent/guardian is out of the home and the person served requires an occasional over-the-
counter medication only, it may be administered with the following stipulations: 
 

• contact the parent/guardian to inform them of the person served symptoms 
• administer the medication and dosage as instructed by the parent/guardian 
• document the parent/guardian contact and administration of the medication to the person 

served, noting the specific dosage and time administered 
• notify your supervisor if the need arises to administer OTC medications on a regular basis 

 
ALTERNATE LIVING FAMILY RESPONSIBILITIES 
 
Allow person served free use of all spaces within their living environment with proper regard for 
privacy, personal possessions, and reasonable rules. 
 
Allow Center administrative staff access to the home environment at any time deemed necessary for 
health and safety checks. 
 
Provide exposure to a variety of home and community opportunities enjoyed by typical individuals. 
 
Assist in the development of personal and social skills and reinforce daily living skills, work habits, 
leisure-time activities and community mobility. 
 
QUALIFICATIONS 
 
At least 18 years old with a high school diploma or GED with a minimum of 1 year of relevant, 
supervised work experience with a public health, human services or other community service agency 



  
or have a minimum of 2 years verifiable experience with individuals with developmental disabilities or 
have 2 years of successful history with individuals with developmental disabilities. 
 
Must be able to work varied hours, including but not limited to, early mornings, evenings, weekends, 
and holidays. 
 
Must have the ability to understand written activity plans, carry-out instructions, and document  
services delivered. 
 
Must have an electronic device with access to the internet for the purpose of utilizing electronic 
medical records. 
 
Must complete initial and annual training according to Center, Arkansas Medicaid, Developmental 
Disabilities Services, and PASSE requirements. 
 
Must have the ability to work with minimal direction. 
 
Must maintain reliable transportation, valid driver’s license, proof of liability insurance in employee’s 
name, vehicle registration, and an acceptable driving record to transport persons served if 
transportation is required. 
 
Must be willing to use personal vehicle for Center business. 
 
Must be able to pass criminal record checks. 
 
Must complete First Aid/CPR every 2 years. 
 
Must be able to pass background checks with the Arkansas Child Abuse and Neglect Central Registry 
and the Adult Maltreatment Central Registry. 
 
Must be able to pass initial, for cause, and random drug screenings. 
 
PHYSICAL QUALIFICATIONS 
 
Must be able to lift 50 pounds or more depending on needs of person served. 
 
Must be able to assist non-ambulatory person served including, but not limited to, transfers to chair, 
vehicle, restroom, and bed. 
 
Must be able to stand or walk 2-3 hours per day. 
 
Must be able to drive an automobile 1-2 hours per day. 
 
 
By signing this job description, I attest that I have read the job description and understand 
what is expected of me in this position.  I also attest that I do not have a medical or physical 
condition, including vision impairment that cannot be corrected and could interfere with safe 
driving, passenger assistance, and emergency treatment activity, or could jeopardize the 
health and welfare of a person served or the general public. I will notify my supervisor should 
my health condition change and affect my ability to provide transportation and/or medication 
administration safely. 
 
 
 



  
 
________________________________________    ______________________ 
Employee Signature               Date   
 
 
 
________________________________________    ______________________ 
Supervisor Signature              Date   


