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Job Classification:  Non-Exempt, Full-Time  
 
Work Schedule:  As noted in employment letter 
 
Reporting Relationship: Program Coordinator Employment Services  
 
Primary Accountabilities: 
The primary function of the Job Coach is to support individuals with Intellectual/Developmental 
Disabilities in obtaining and maintaining employment. The Job Coach must have the ability to 
identify the strengths of individuals being supported. Demonstrate respect for diverse 
perspectives and lifestyles, and the capacity to listen to understand others. Must demonstrate 
creativity in helping people become more skilled in their job duties. The Job Coach is to support 
the mission, vision and values of Capper Foundation.  

 
Major Duties: 

• To mentor persons supported in job search and to inform them about employment and 
career options in the community. 

• Teach job readiness and G.E.D. classes for persons supported interested in community, 
competitive employment. 

• Assist persons supported with job search and the completion of job applications and 
resumes. 

• Role modeling for the interview and accompany the person supported to their interview if 
needed. 

• Provide community, social and life skills training to be successfully employed. 
• To monitor the persons job performance in a variety of employer job sites.   
• On-site job training while the person supported learns their job duties. 
• Routine contact with the employer site supervisor. 
• Obtain a copy of the employer evaluation for the purpose of identifying areas that may 

require additional training for the person supported to maintain good work habits. 
• Serve as a liaison between the employer and person supported. 
• Respond to the needs, desires and interests of the persons supported. 
• Provide training and support in the completion of assigned job tasks. 
• Match specific supports and interventions to the unique needs of persons supported. 
• Understand crisis intervention and resolution techniques and use such techniques as 

identified for persons supported.  
• Monitor that persons supported take their medication as prescribed (if applicable). 
• Complete the required VR and/or HCBS billing paperwork. 
• Document supports provided in Therap. 
• Provide direct care supports at Capper when available. 
• Support the mission and practices of Capper Foundation.  
• Follow organizational policies. 
• All other duties as assigned. 
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Qualifications: 

• High school diploma. 
• Two years of college preferred. 
• Read, write and speak fluent English. 
• Must have flexible schedule. 
• Must have at least two years of experience in health and/or human services field. 
• Must be able to pass background checks and drug test per agency procedures  
• Maintain valid driver’s license and meet the agency insurance carrier requirements. 

 
Training Requirements:  

• Must complete orientation training and maintain training certification based on agency 
procedures. 

• Job Readiness; Skills to Pay the Bills. 
 
Physical Demands:  

• May be required to lift, carry, push or pull up to 25 pounds. 
• Walking, bending, squatting, reaching and moving about most of the time. 
• May involve sitting for brief periods of time. 

 
Work Environment: 

• Direct contact with individuals who are severely physically and/or developmentally 
disabled and who may exhibit unpredictable behavior and uncontrollable outbursts. The 
physical characteristics of the work environment are such that noise and odor control 
procedures are required. May work with individuals with Hepatitis B and/or other blood 
borne pathogens.  

 
Additional Duties: 
Additional duties and responsibilities may be added to this job description at any time. 
The job description does not state or imply that these are the only activities to be performed by 
the employee(s) holding this position.  Employees are required to follow any other job-related 
instructions and to perform any other job-related responsibilities as requested by their 
supervisor. 
 

 

_______________________      _______          _________________________    _______ 
Employee Signature                   Date    Supervisor Signature                     Date 
  
 


