
 
 
POSITION DISCRIPTION 
 
JOB TITLE:  Certified Nurses Aid/Personal Care Assistant 
 
REPORTS TO: Executive Director/CEO 
 
________________________________________________________________________ 
 
Description of Duties:  
 
We provide Personal Care Services and Waiver Services to enable functionally disabled Alaskans 
of all ages to live in their own home or community. To assist an individual with performing 
activities of daily living according to personal needs. CNA helps disabled, chronically ill and 
cognitively challenged people. In many cases they take care of these clients in their homes. 
They may also provide their services in hospices or outside of the home to keep the clients 
involved in community activities. Their presence is often required for the elderly or the 
physically or /mentally disabled, who need more help than their family or friends are able to 
sustain. CNA is also known as Community Support Specialist (CSS), companions and caregivers.  
 
Essential Duties and Responsibility: 

 Abide by all policies and procedures of the program. 

 Honor all aspects of the Client Rights and adhere to all policies of confidentiality. 

 Models positive communication and promotes community connections with clients. 

  Assists in the coordination of services, communicates and follows through with  team 
members while providing program support in the client’s home and community. 

  Assists with activities of daily living, such as personal grooming and cleanliness,  bed 
making and household chores, eating and preparation of food, and the social and 
adaptive skills necessary to enable the individual to reside in the no institutional setting.  

 Demonstrates the ability to accept responsibility for tasks not otherwise defined but in 
is in the best interest of the client.  

 Provide timely, complete, legible, and accurate documentation of all reporting 
requirements 

 
 
 
 
 



 
 
Qualification Requirements:  

Education and Work Experience  

 CNA must be at least eighteen years of age to provide personal care services.   

 Needs to be reliable and always on time for work, professionally dressed for the job at 

hand.  

 High school diploma or GED (preferred but not required) 

 CNA Certificate Required 

 Six months to one year of work experience as a CSS is preferred, but not required 

 Familiar with HIPAA Regulations 

 Must have behavioral health experience  

Knowledge and Skills  

 Effective written and oral communication skills 

 Ability to consistently be at work and on time 

 Ability to maintain a confidential working relationship 

 Good personal organizational skills 

 Ability to follow oral and written instructions 

 Working knowledge of signs and symptoms of common illnesses and conditions 

 Equivalent combination of education, experience, skill and knowledge will be considered 
 

Work Environment: 

 Ability to work in an office setting 

 Position may require extended hours  including evenings and weekends, travel to clients 
residency and occasional errands 

 
ACKNOWLEGEMENT: 
Note: The above statements are intended to describe the general nature of the work 
performed by the CNA. These statements are not to be construed as an exhaustive list of all 
responsibilities, tasks and skills required of an employee in this position. HAHOC reserves the 
right to require that other tasks be performed when warranted (for example by emergencies, 
changes in personnel or workload, corporate reorganization, or technical development). 
HAHOC also reserves the right to revise this job description. 
 
 


