COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  THERAPY PROGRAM COORDINATIVE ASSISTANT

	TITLE CODE:  4127
	GROUP:  AUXILIARY AND MEDICAL THERAPY

	SELECTION METHOD:  100% QUAL      REV. 02-99

NO. TEST QUESTIONS:  

SELECTION ID:  7611                           EXAM NO.:  
	SALARY:  (MIN-MID)  $1823.90 - $2416.22
GRADE:  09

SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  THERAPY PROGRAM SUPERVISORY ASSISTANT

	PRIMARY USER AGENCY:  CABINET FOR HEALTH AND FAMILY SERVICES 

	

	CHARACTERISTICS OF THE CLASS:  CHARACTERISTICS OF A CLASS ARE GENERAL STATEMENTS INDICATING THE LEVEL OF RESPONSIBILITY AND DISCRETION OF POSITIONS IN THAT JOB CLASSIFICATION.

	Coordinates the work of others and performs para‑ professional work within a specified institutional area in implementing treatment or intake services developed and administered by professionals in a physical, occupational, recreational, educational and/or psychiatric therapy field; and performs other duties as required.


	MINIMUM REQUIREMENTS:  MINIMUM REQUIREMENTS ARE COMPREHENSIVE STATEMENTS OF THE MINIMUM BACKGROUND AS TO EDUCATION, EXPERIENCE, AND OTHER QUALIFICATIONS WHICH WILL BE REQUIRED IN ALL CASES AS EVIDENCE OF AN APPOINTEE'S ABILITY TO PERFORM THE WORK PROPERLY.

	EDUCATION:  High school graduate.

	

	EXPERIENCE:  Must have three years of therapeutic or patient care experience.

	

	SUBSTITUTION CLAUSE:  

	

	EDUCATION:  College will substitute for the required experience on a year-for-year basis up to a maximum of two years.

	

	EXPERIENCE:  None

	

	SPECIAL REQUIREMENTS:  (AGE, LICENSURE, REGULATION, ETC.) 

None


	EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE CLASSIFICATION:  EXAMPLES OF DUTIES OR RESPONSIBILITIES ARE NOT TO BE CONSTRUED AS DESCRIBING WHAT THE DUTIES OR RESPONSIBILITIES OF ANY POSITION SHALL BE AND ARE NOT TO BE CONSTRUED AS LIMITING THE APPOINTING AUTHORITY'S ABILITY TO ADD TO, OR OTHERWISE ALTER THE DUTIES AND RESPONSIBILITIES OF A POSITION.  THE USE OF AN INDIVIDUAL EXPRESSION OR ILLUSTRATION AS TO DUTIES OR RESPONSIBILITIES SHALL NOT BE REGARDED AS EXCLUDING ASSIGNMENT OF OTHERS NOT MENTIONED WHICH ARE OF SIMILAR KIND OR QUALITY.


Ensures that staff members in the assigned area are operating in compliance with policies, procedures and directives.  Assures the safety, security, welfare and civil rights of patients.  Provides ongoing training to assigned staff as directed.  Assures the dissemination of pertinent information to staff.  Makes staff reassignments to assure continuous program coverage.  Provides major input into matters affecting his/her assigned area.  Keeps records and develops reports as assigned.  Provides program services within the Admissions Office to patients, clients, families and staff.  Initiates intake services.  Orients individuals to hospital routine, rules and procedures.  Conducts individual and group therapy sessions in accordance with individual treatment plans (ITP) designed and administered by a qualified therapist.  Attends patient staffings and program review meetings to provide input on specific patients.  Documents patient participation and progress under ITP.  Coordinates subprofessional nursing staff participation in patient therapy.  Keeps required records and develops normal operating reports as required by the specific program.  Assures compliance by residents and staff with agency and facility policies and procedures.  Assures that assigned therapy area is maintained in a neat orderly fashion.  Attends training sessions and reads appropriate literature to maintain skills.  Assists in planning specialized activities such as Special Olympics.  Maintains constant awareness of patient safety.  Assists in conducting initial patient evaluations.  Interacts with patients and documents problems patient identifies.  Assures that patient's daily needs in terms of hygiene, food, linen, etc. are met.

	TYPICAL WORKING CONDITIONS AND UNIQUE PHYSICAL REQUIREMENTS:  INCUMBENTS IN THIS CLASSIFICATION WILL TYPICALLY PERFORM THEIR PRIMARY JOB DUTIES UNDER THESE CONDITIONS, HOWEVER, THESE CONDITIONS MAY CHANGE ON OCCASION IN PERFORMING THE DUTIES OF AN INDIVIDUAL POSITION.


This position typically requires working in an institution or facility with individuals who may have mental illness, mental retardation, developmental disabilities, etc.

	ADDITIONAL REQUIREMENTS:  


Applicants and employees in this classification may be required to submit to a drug screening test and background check.  

	DATE CLASS ESTABLISHED:  06/16/1982
	DATE OF LAST REVISION:  02/24/2006

	THE COMMONWEALTH OF KENTUCKY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, SEX, AGE, DISABILITY, SEXUAL ORIENTATION, GENDER IDENTITY, ANCESTRY OR VETERAN STATUS.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


