
     
             

 

 

 

 

Title: Elder Care Assistant Dept: Supported Living 

Supervisor. Neighborhood Nurse/Nurse 

Manager 
Effective Date: 1/1/2005, rev. 8/29/14 

Rev 2/10/16, Rev 6/29/16 

Status: Part Time – Evening Shift 

(.7) - Float 
Grade 14: Non-exempt/Union 

      

Summary: 

The Elder Care Assistant provides direct holistic, compassionate and consistent care, including restorative and 

maintenance care, to elders in Supported Living and other areas as required. S/he promotes and advocates the rights of 

elders; assists in meeting the emotional, social, leisure and spiritual needs of elders; assists in maintaining a safe, 

sanitary and comfortable home for each elder; participates in maintaining a positive work and Elder-home living 

environment. 

 

Essential Job Duties 

1. Allowing for maximum elder participation and independence, provides basic personal care as outlined by 

Horizon House’s Standards of Care and individual elder plan of care. Practices within the scope of training, 

and with the consultation/direction of the Supported Living Nurse, always demonstrating knowledge of each 

elder’s rights, preferences and safety. Such care will include (but is not limited to) bathing, oral care, 

personal hygiene including skin, nail and hair care, toileting, incontinence and perineal care, dressing, 

mobility and safety care. 

2. Assists with preparation and delivery of elders’ snacks and meals and provides assistance with dining daily. 

3. Works with the elder and Care Team to develop and periodically revise holistic care plan and scheduling of 

daily care based on elder preference, past history, strengths, health status, needs and lifestyle, and integrates 

this scheduling into elder’s plan of care. 

4. Under the direction of the Supported Living Nurse monitors weight, vital signs, ambulatory, bowel, bladder 

and pain status, as well as meal monitoring, and hydration status as needed. Regularly reports changes or 

signs and symptoms of changes in the elder’s condition to the Supported Living Nurse or appropriate 

Interdisciplinary Team (IDT) member. Seeks consultation of the Supported Living Nurse, , or other IDT 

member with any questions regarding care of the elder related to any changes in the elder’s quality of life 

and daily function. 

5. When required, provides accurate documentation of all care given, time expended, and elder’s responses to 

care in a timely fashion. 

6. In collaboration with Supported Living Nurse, determines the elder’s strengths and abilities and builds on 

those strengths to optimize highest quality of life and maximum levels of wellness and function. 

7. Actively promotes and assists elder with restorative/maintenance care, incorporating such care into activities 

of daily living as much as possible to promote  maximum independence as in mobility, in muscle strength, 

range of motion, and prevention of contractures, in self-feeding and in maintenance and/or improvement of 

bowel/bladder function. 

8. Assists in elder’s individual and group exercise programs including providing transportation to such 

programs. 

9. Attends Community Meetings and Care Conferences as schedule allows offering Elder Care Assistant’s 

unique perspective of the elder’s needs. 

10. In collaboration with Activities Department personnel, incorporates elder’s recreation preferences into daily 

plan of care.  
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11. Assists in elder’s participation in recreational events, planned and spontaneous, participating with the elder 

whenever possible.  

12. Plans for and spends companionship time with elders, incorporating meaningful social interaction and 

sharing appropriate humor, with all care given.  

13. Interacts with elders’ families and friends, referring them to the Supported Living Nurse when appropriate. 

14. Works with housekeeping to maintain cleanliness of the elder’s room by emptying trash daily, wiping down 

sinks and sweeping floor as needed. 

15. Sanitizes tubs and showers and personal care utensils after each use. 

16. Watches for broken or damaged equipment or other safety hazards and reports promptly to Supported Living 

Nurse for any repairs needed. 

17. Follows Horizon House policies for fire safety, disaster preparedness, elopement and other emergency 

situations. Participates in all required safety drills and mandatory trainings. 

18. Reports to the Supported Living Nurse exit-seeking behaviors of elders so that proper elopement prevention 

strategies may be implemented. 

 

Secondary Job Duties 
 

1. Serves as escort on occasions when resident may need to leave the facility to visit emergency department of 

hospital. 

2. Supports the elder in arranging his/her room and belongings to his/her satisfaction. 

3. Assists in maintaining order and safety of the elder’s room by participating with the elder to de-clutter. 

4. Contributes to completion of unit/neighborhood duties such as answering phones, transporting residents, 

assisting with activities and visitors and keeping neighborhood common areas neat and safe. 

5. Actively participates in neighborhood meetings, shift reports, Learning Circles, committees (safety, staff 

appreciation, etc.) and related programs/projects as requested and/or desired. 

6. (Redundant of # 17 above)Completes other duties as assigned by Supervisors. 

 

Qualifications 

As a condition of employment and basic business necessity, the Elder Care Assistant is required to  

 Provide excellent teamwork, outstanding cooperation and positive interaction among co-workers, elders, their 

families, volunteers, and visitors to the facility. Customer Service is demonstrated through consistency, 

dedication, follow-up, and reliability in all situations. 

 Conform to all policies and procedures of Horizon House including but not limited to Resident Rights; Prohibition 

of Abuse and Neglect (which includes mandatory reporting requirements); Mission, Vision and Values of Horizon 

House; Infection Control; and Time and Attendance; Fire Safety; Disaster Preparedness; and, Elopement as well 

as the Horizon House Customer Service Pledge.    

 Demonstrate a caring attitude towards elders and show ability to work with elders who may be confused. 

 Demonstrate initiative as might be shown in seeking to be informed of latest methods and philosophies of care. 

 Demonstrate a willingness to work as a team member within all of Supported Living. 

 Demonstrate ability to prioritize, be flexible and work under pressure. 

 Demonstrate correct body mechanics for lifting and transferring elders and for ambulating elders with assistance. 

 Follow appropriate communication channels and standards allowing for only positive and constructive 

communication 

 Maintain the necessary 12 hours/year of mandatory continuing education required for certification. 

 Attend all mandatory training and in-services as required by Horizon House.  

 

Confidentiality Requirements: 

Employee accesses, uses and/or discloses Protected Health Information, as defined by HIPAA, only to the extent 

minimally necessary to accomplish essential job functions.  Employee practices appropriate safeguards to prevent 

unauthorized access, use and/or disclosure of PHR (paper, electronic and oral) within his/her work area. 

 

Experience/Knowledge/Education/Specialized Training  
1. WA State Nursing Assistant Certified in current Active status with the Washington State Health Professionals 

Quality Assurance Division.  



  

2. “Active” status on the OBRA Registry. 

3. High School Diploma or GED. 

4. Must be able to see, hear and respond to elder’s needs.  

5. Must be able to effectively read, write and communicate in English.  

6. Current CPR certification, First Aid, and Food Handler’s permit as well as complying with the DHSH 

fingerprinting requirements. 

7. Documented completion of Dementia, and Mental Health training as required by WA State regulations within 

the required time deadlines. 

 

Materials/Equipment Directly Used: 

Tympanic or other electronic thermometer, sphygmomanometer, stethoscope, Jacuzzi tubs, specialized devices for 

residents, air mattresses, oxygen administration equipment, orthopedic devices, hydraulic resident lifts, telephones, 

two-way radios, pagers, elevators, washers/dryers, fire safety equipment ( i.e. fire extinguishers) and computers/Ipads. 

 

 Physical, Sensory and Environmental Requirements:  

1. Ability to hear, see, smell, taste and feel. 

2. Ability to speak only English while on duty. 

3. Balance as required to maintain physical equilibrium to prevent falling of self, others or of objects being 

carried. 

4. Ability to stand, balance, walk, use stairs, reach, stoop, kneel, push, pull, crouch, stand maneuver in small 

places and grasp. 

5. Ability to lift up to 50 pounds, using appropriate techniques and assistance, including sedentary residents. 

Must be able to push, pull, lift a minimum 20 pounds to a height of 4 feet for a minimum distance of 40 feet. 

6. Able to transfer elders from bed to wheelchair and back, wheelchair to commode or toilet and back. Able to 

use hydraulic lift with assistance in all aforementioned situations. 

7. Tasks and procedures performed are at high risk for chemical and blood-borne pathogen exposure.  

8. Will be exposed to inside and outside environmental conditions. 

 

 

Peer Mentor: Addendum to Elder Care Assistant Job Description 

In addition to all Essential Job functions of an Elder Care Assistant, a Peer Mentor is responsible for assisting in the 

orientation of new Elder Care Assistants under the direction of the Director of Nursing or his/her designee.  This 

orientation responsibility includes the following essential job duties: 

1. Introduction of the new employee to staff, residents and families and help the new employee to feel welcomed 

in the Horizon House community 

2. Assisting the new employee in learning job responsibilities and duties according to Horizon House Policies 

and Procedures. 

3. Providing the new employees with information relating to elder care, supplies, neighborhood routines, 

documentation requirements, locations of key areas and people within the facility. 

4. Providing the new employee with constructive feedback in a positive manner 

5. Providing the Director of Nursing or designee and the Staffing Coordinator feedback as to how the new 

employee is progressing and when he/she may be ready to work independently. 

 

Additional Job Qualifications of the Peer Mentor: 

1. Successful completion of at least six months employment with Horizon House as an Elder Care Assistant. 

2. Excellent records of attendance, punctuality, attitude and performance. 

3. Exceptional ability to communicate especially as it relates to giving and receiving feedback. 

4. Proven history of ability to establish own goals, work independently and creatively, perform well under 

pressure, and support Horizon House Mission and Values 

5. Demonstrated spirit of warmth, friendliness and genuine interest in the success of the new employee.  

6. Will have provided a written statement of interest and must be able to provide positive written 

recommendations of a Neighborhood Nurse and 2 peers, including, when possible, one whom they have 

previously oriented. 



  

7. Will have successfully completed Mentor Training Course to learn principles of communication, adult 

learning, giving and receiving feedback as well as a formal evaluation of his/her own skills. 
 

Addendum for Supported Living Medication Assistant Role 

 

Summary: 

The Elder Care Medication Assistant is an Elder Care Assistant with specialized training who is responsible for 

medication assistance under the direction of and in collaboration with the Elder Care RN/ LPN, provided to Elders in 

the Horizon House Supported Living environment.   The Elder Care Medication Assistant works collaboratively with 

the Elder Care Assistants, nurses, nurse management and the interdisciplinary team to deliver excellence in elder care 

and medication assistance while meeting the social, emotional, physical and spiritual needs of the Elders they serve. 

 

Essential Job Duties: 

1. Manage and provide accurate and timely assistance of medication self-administration for elders in Supported 

Living, as assigned and according to State and Federal guidelines and Horizon House Policy. 

2. Support and participate in delivery and documentation of ADL care required including medication assistance, 

collecting assessment data, responding to resident emergencies, psychosocial needs and other resident care 

requirements. Maintain appropriate documentation in accordance with facility, State and Federal 

Requirements. 

3. Timely notification to physicians, Licensed Nurses, Nurse Managers of medication refusals, adverse effects 

and any other concerns related to the medication assistance provided. 

4. When not involved in Medication Assistance, will be asked to participate in other aspects of the Elder Care 

Assistant duties as assigned by supervisor, as outlined in the basic ECA job description.  

5. Communicate effectively with other licensed staff, physicians, other disciplines, families and administrative 

staff regarding elder’s status, medication refusals, changes in resident condition. 

6. Maintain a clean work environment especially as it relates to the Medication Carts and Rooms and follow 

infection control and hazardous drug practices. 

7. Knowledge of and compliance with medication assistance regulations and Horizon House policies and 

procedures. 

8. Actively demonstrates the values of Horizon House, as well as Horizon House’s Customer Service Pledge.  

 

Job Requirements: 

Excellent reading, comprehension, communication, documentation, and interpersonal skills.  Must be knowledgeable 

of the scope of medication assistance in Assisted Living, work well under pressure, be flexible, organized and able to 

establish priorities.   

Demonstrated ability to work well with older adults.  

Demonstrated ability to correctly use the computer as it relates to the documentation of Medication Assistance. 

 

Confidentiality Requirements: 

As outlined in Basic ECA requirements 

 

Experience/Knowledge/Education/Specialized Training Requirements: 

1. Nursing Assistant Certified with current licensure and in good standing with the State of Washington.  

2. Two years of experience in medication assistance preferred.   

3. Previous Assisted Living experience including some work with seniors.  

4. Washington State approved Nurse Delegation certificate preferred but not required.  

5. Experience in dementia care preferred but not mandatory.   

6. Basic computer or EMR experience.  

7. Must successfully complete Horizon House Medication Assistance Training Program including 

passing all examinations and practicum.  

 

Material/ Equipment Directly Used: 



  

In addition to basic equipment requirements for all ECAs, must have proficiency with the phone, answering machine, 

fax, copier, computer, digital pager, two-way radio, Oximeter, pill crushers and protective personal equipment 

required for medication assistance.  

 

Physical and Environmental Requirements 

 

1. In addition to all requirements listed for Basic ECA, must have fine motor ability adequate for manipulating 

small objects successfully. 

2. In addition to having high risk for blood born pathogen exposure, may be exposed to hazardous chemicals 

and/or hazardous drugs during normal shift. Must be compliant with all Personal Protective Equipment 

requirements. 

3. Minimum of 18 years old. 

4. Must be able to speak, read and write English clearly and assertive, clarification skills when instructions are 

not clear. 

 

 

 

 

 


