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JOB DESCRIPTION   
Job Title: Program Support Specialist  

     Program: Residential Services 

     Reports to: Director of Residential Services 

     FLSA:  Non-Exempt 

 

The following statements are intended to describe the general nature and level of work being 

performed.  They are not intended as a complete list of all responsibilities, duties and skills 

required of personnel so classified 

 

SUMMARY: 

The Program Support Specialist has primary responsibility for assisting staff by providing 

clerical and administrative support to the Residential Services program. Responsibilities include 

receiving and routing incoming communications, greeting and directing guests and visitors, 

maintenance of program records, taking and delivering of messages, performing related 

administrative functions, and other similar assigned duties.  The Program Support Specialist 

requires knowledge of the services being provided in their respective program, other community 

organizations, and within the agency.     

 

 

DUTIES AND RESPONSIBILITIES: 

1. Conducts assigned program related tasks such as monitoring/coordinating staffing 

schedules, availability of on-call, duplicate and route incident/accident reports, 

medication error documentation, and medical appointment sheets. 

2. Receives and welcomes guests or visitors, directs them to the proper office and/or 

assists in determining to whom they should be directed. 

3. Maintains work areas in an orderly, clean, and safe manner. 

4. Receives and transmits messages between agency staff, participants, and public. 

5. Maintains and orders program office supplies. 

6. Assists other administrative and general staff in areas to include filing, compiling 

time sheets, copying, faxing, keyboarding, setting appointments, and conducting 

reference checks. 

7. Maintains current knowledge of agency and program services. 

8. Attends training seminars, in-service sessions, workshops and meetings. 

9. Opens and closes offices at assigned times in accordance with established security 

procedures. 

10. Receives incoming calls and assists or directs them to an appropriate source. 

11. Performs other administrative functions and errands, as assigned. 

12. Maintains medication error report logs and provides reports as requested. 
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13. Inputs participant information into electronic medical record, in accordance with 

agency procedures, state and federal requirements, as needed. 

14. Attends training seminars, in-service sessions, and staff meetings. 

15. Responsible for maintaining training compliance in accordance with FRA policies 

and procedures, state and federal regulations.  

16. Performs other administrative functions and errands, as assigned. 

 

 

MINIMUM EDUCATION AND EXPERIENCE: 

1. High School Diploma or equivalent. 

2. Two years prior office work experience, preferably in human services or related field. 

3. Two years computer experience using Microsoft Office applications, including Excel. 

4. Must meet agency insurance criteria for operating agency and personal vehicles on 

agency business (21 y/o and licensed 3 years). 

 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 

Requires an ability to communicate effectively both via the telephone and in person.  This 

requires a pleasant, informed and assuring manner.  Must be detail oriented and have an ability to 

keyboard 40 words per minute with accuracy.  Requires experience in operating and performing 

routine maintenance on standard office equipment.  Incumbent must articulate in an accurate, 

clear, and precise manner.  Establishing work priorities and performance of routine tasks without 

direction is essential.  Needs to demonstrate an ability to work cooperatively and efficiently with 

other program staff. Must have reliable transportation & good driving record. Must possess the 

knowledge and ability to utilize a computer and electronic medical record (EMR) system. Ability 

to learn new software and hardware applications, including Microsoft Office applications. Must 

have the ability to use Excel’s spreadsheet capabilities in order to data gather for managers.  

 

LICENSES/CERTIFICATIONS REQUIRED: 

Alaska Driver’s License 

Safety Care Certification  

Certification in Adult/Child and Infant CPR 

Certification in First Aid 

 

IMMUNIZATION REQUIRED: 

Annual PPD Test 

Hepatitis B immunization (or) Waiver 

 

WORKING CONDITIONS: 

Light Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of 

force constantly to move objects.   

 

PHYSICAL ACTIVITIES: 

Reaching: Extending hand(s) and arm(s) in any direction. 

Repetitive Motions:  Substantial movements (motions) of the wrist, hands, and/or fingers. 

Driving: Minimum standards required by State Law (including license). 
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ENVIRONMENTAL CONDITIONS: 

None:   The worker is not substantially exposed to adverse environmental conditions 

(such as typical office or administrative work) 

 

 
REVISED DATE: 03/10/01, 01/31/05, 06/15/11, 02/18/2014 

       


