EMPOWERING LIVES GUARDIANSHIP SERVICES JOB DESCRIPTION
VISITATION/TRANSPORTATION SPECIALIST

	Name (Last, First, Middle)

	Job Title
Visitation/Transportation Specialist
	Current Annual Salary

	How many hours are you scheduled to work in a week?  Explain rotation of shifts, stand-by, call back, etc. 

PRN or as needed.  When a situation occurs that requires a Visitation/Transportation Specialist, the employee will be notified and they can accept or decline the assignment due to scheduling conflicts.  Notification can be within hours or days of need.

	Please check the statement below that best describes the amount of supervision you receive in the performance of your job.

     ( Frequent – Most actions under close supervision

     ( Regular – Follow established methods, supervision usually present

     ( Occasional – Usually responsible for my own work after assignment

     ( Limited – Work is judged primarily for results and outcome

	
	DESCRIPTION OF DUTIES

	 1
	Seek additional supervision when needed.

	 2
	Visit with individuals assigned within time frame given and complete the Visitation Questionnaire within 48 hours.  Unless the individual visited is in danger than immediate documentation or call should be made to supervisor/Guardian Representative responsible of the individual.

	3
	Use thoughtful, time management skills when transporting or visiting with individuals.  Whenever possible make one trip to a specific area and not several.

	  4
	Arrange times and locations for visitation/transportation.

	  5
	Follow through with times arranged and call ahead if running late more than 5-10 minutes or need to cancel.

	6
	Treat individuals you are with respectfully and professionally.  

· Do not share personal information such as your address or your phone number.
· Do not allow others to use your cell phone.

· Do not talk to friends or family when working or with an individual.

· Do not take them to your home or residence.

· Do not go into their independent living situation alone, stay in the car or in public view. 

· Do not talk about your personal life or show personal pictures

· Do not give or take money/items from the individuals or providers you are with.   

· Do not personally socialize with the individuals for whom ELGS is guardian. 

· Do not over react to stories you are told, but include them in your documentation and seek input from the Guardian Representative for concerns and clarification reasons.

	7
	Abide by all NC Laws including wearing seat belts and driving the speed limit.

	8
	Possess and maintain a current NC Driver’s License and have access to a vehicle which is insured for use with work.

	9
	Other Duties as assigned.

	MINIMUM QUALIFICATIONS

	
	High School Diploma or GED (must be able to present transcript)

	
	NC Driver’s License with access to a vehicle to use for transportation during assignments and insured for such.

	
	Clean background check.

	
	3 reference: one personal, one school and one other.  No family please.

	
	Completed ELGS Employment Application.


