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Job Title:  Program Assistant 1 Cares  Reports To:  Program Coordinator  
FLSA Status: Non-exempt  
 
JOB SUMMARY:  This position oversees the general supervision of Covey clients while providing high-quality care.  All 
job responsibilities are performed in a manner that is consistent with, and demonstrates a commitment to, Covey’s 
mission and core values. 
 
COVEY’S MISSION AND CORE VALUES 
Mission:  Creating opportunities that foster personal growth 
Core Values:  Integrity, Inclusion, Individuality, Imagination 
 
ESSENTIAL DUTIES/RESPONSIBILITIES FOR ALL PROGRAM ASSISTANTS: 
Reasonable accommodations may be made to enable individuals with disabilities to perform these essential functions. 

1. Personal Care services include assistance with activities of daily living which include feeding, toileting, and bathing, 
per the client’s individual care plan (ISP). 

2. Provide companionship, conversation, and activities for clients.  Activities could include but not limited to baking, 
arts & crafts, exercise, etc.   

3. Passing medication to clients per their ISP.   
4. Completing daily documentation of each clients activates per our guidelines.  
5. Contributing to a positive environment to enhance the client’s quality of life. 
6. Build a trusting relationship with the client and their families to know the individual needs and wants. 
7. Maintain a safe walkway to the house, this could include but not limited to shoveling snow, sweeping/raking 

leaves, picking up fallen branches. 
8. Putting away and retrieving supplies, these could be in the basement or on the main floor. 
9. All Covey employees are mandated reporters, if abuse and/or neglect is suspected contact the on-call staff. 
10. All Program Assistants are required to attend staff meetings. 

ADDITIONAL ESSENTIAL DUTIES/RESPONSIBILITIES FOR 1ST  & 2nd SHIFT: 
Reasonable accommodations may be made to enable individuals with disabilities to perform these essential functions. 

1. Provide transportation for clients and follow the Transportation and Vehicle Safety policy.   
2. Take clients on outings, events, YMCA, etc. 

 
ADDITIONAL ESSENTIAL DUTIES/RESPONSIBILITIES FOR 3RD SHIFT: 
Reasonable accommodations may be made to enable individuals with disabilities to perform these essential functions. 

1. Meal prepping for the following day for all meals. 
2. Creating a shopping list for the following weeks meals. 
3. When clients are sleeping complete daily cleaning of the common areas. 

QUALIFICATIONS/EDUCATION: 
1. High School Diploma or GED 
2. Good communication skills both verbal and written 
3. Ability to maintain confidentiality 
4. Must be able to pass an ongoing criminal and driving records check 
5. CBRF certification to pass medication within 60 days of employment, all other training completed within 90 days of 

employment. 
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6. Must be at least 18 years old. 
7. Must have a valid driver’s license within 3 months of hire for 1st and 2nd shift 

PHYSICAL/MENTAL REQUIREMENTS: 
Based on percentage of time required during the day, please note frequency as follows: 

Physical Demand Constant 
67-100% 

Frequent 
34-66% 

Occasional 
1-33% 

Never 
0% 

Standing  X   
Walking  X   
Sitting  X   
Pushing/Pulling/Carrying   X  
Kneeling   X  
Twisting   X  
Climbing Stairs  X   
Reaching Overhead   X  
Finger Manipulation (typing, writing, grabbing) X    
Operating a Motor Vehicle  X   
Lifting & carrying 0 to 10 pounds X    
Lifting & carrying 11 to 20 pounds  X   
Lifting & carrying 21 to 50 pounds  X   
Lifting & carrying 51 to 100 pounds   X  
Ability to hear, understand, and distinguish 
speech and/or other sounds 

x    

Ability to express ideas to clients, guardians, co-
workers, and the community via verbal speech 

 x   

Visual ability necessary to perform all duties of 
position 

x    

 
EQUIPMENT USED: 
Standard office equipment, feeding tubes, lift, shower, standard kitchen items like microwave, stove, oven, and food 
blender. 
  
ENVIRONMENTAL CONDITIONS: 
 Most work performed indoors in a temperature-controlled environment.  Occasionally work may be performed outdoors 
in varying weather conditions. 
 
OTHER DUTIES: 
This job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that 
are required of the employee for this job.  Duties, responsibilities and activities may change at any time with or without 
notice. 
 

I have read the above job description and have been given the opportunity to have my questions answered.  I fully 
understand the requirements, essential functions and duties of the position.    
 

 


