Ives Hill Retirement Community
Job Title: Resident Assistant
Division: Senior Living
Reports To: Resident Service Coordinator
FLSA Status: Non-Exempt
Prepared By: Anna Patterson

Prepared Date: 9/25/14

Approved By: Board of Directors
Approved Date: 9/26/14
Summary: Responsible for providing service, assistance, and support to residents of Ives Hill by performing the following duties.
Duties and Responsibilities include the following.  Other duties may be assigned.  

1. Cleans assigned common areas or apartments as scheduled and in accordance with Ives Hill standards and procedures.*
2. Adheres to individualized housekeeping and laundry plans for each resident.*

3. Launders towels, rags, table linens, and napkins in accordance with the schedule and additionally as instructed.*

4. Fold dining room napkins on a daily basis.

5. Assists with the activity program and conducts activities as requested or assigned by supervisor.*

6. Encourages socialization among residents.*

7. Encourages and reminds residents to participates in activities, promotes activities enthusiastically to pique resident interests in activities, and chaperones activities outside the facility.*

8. Assists in serving and delivering meals in addition to bussing tables during and after mealtime as needed or requested.*

9. Documents information pertaining to changes in residents health status, personal needs, appointments, and any other necessary instances.*

10. Reports concerns about a resident to supervisor and co-workers.*

11. Practices infection control.*

12. Assists in maintaining a safe environment for residents.*

13. Ensures resident satisfaction in services provided.

14. Responds to resident emergencies providing first aid assistance and arranging for appropriate medical attention and follow up.*

15. Assumes on-call responsibilities as assigned by supervisor.*

16. Provides transportation services for residents using the company vehicle.*

17. Locks facility doors for security after the evening shift.*

18. Identifies supplies needed to perform job tasks and reports them to supervisor.*

19. Reports problems with equipment to supervisor.*
20. Maintains accurate records of chargeable services including additional cleaning, personal laundry, and all other applicable services.*

21. Attends and participates in staff meetings.

22. Participates in in-service training, projects, and activities as assigned.

23. Wears Identification badge at all times.

24. Wears appropriate work attire. Tops provided by Ives Hill.

25. Obtains a physical and Tuberculosis test annually and provides Ives Hill a copy to maintain in the employee medical files.

26. Assists in training new staff.

27. Carries out other duties as assigned by supervisor.
Qualifications:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Language Ability:
Ability to read and comprehend simple instructions, short correspondence, and memos. Ability to write simple correspondence. Ability to effectively present information in one-on-one and small group situations to customers, clients, and other employees of the organization.

Math Ability:
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.
Reasoning Ability: 
Ability to apply common sense understanding to carry out detailed but uninvolved written or oral instructions. Ability to deal with problems involving a few concrete variables in standardized situations.
Education/Experience:
One year related experience and/or training in housekeeping or equivalent combination of education and experience.
Certificates and Licenses: 
· Valid New York State driver’s license
· First Aid Certification required

· CPR certification preferred

Knowledge, Skills and Other Abilities: 

· Time management
· Professionalism

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.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to use hands and talk or hear.  The employee is frequently required to stand; walk; sit; reach with hands and arms; climb or balance; and stoop, kneel, crouch or crawl.  The employee is occasionally required to taste or smell. The employee must occasionally lift and/or move up to 35 pounds. 
Work Environment:
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently exposed to wet or humid conditions (non-weather).  The employee is occasionally exposed to fumes or airborne particles.  
The noise level in the work environment is usually moderate.
Employee Signature: ____________________________ Date: ____/____/____

Management Signature: __________________________ Date: ____/____/____
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