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Introduction

This guide is for personal care attendants or potential worker candidates (candidates) on the Direct Care
Career (DCC) website.

Note: Images in this guide may not match the website due to ongoing work. The steps in this guide are
right.

More Self-Directed Guides for Workers, Providers, and Consumer-Directed Employers are available

under the website’s Help section.

Website

The website can be accessed at https://directcarecareers.com/

Register
On the home page, click the State you are in.

Then, click the " I’'m looking for a job as a personal care attendant" or “I’'m looking for a direct care
worker position” button. (Image 1).

I'm looking for a job as a personal care attendant. -

I'm looking for a direct care worker position -

Image 1
This will take you to a page where you can enter information to create a new account (Image 2).
Here you will:

Type your first and last name;

Type your email;

Create a password;

Select your role in the workforce (if applicable to your state);
Click inside the box to accept the Terms of Use.

vk wN e
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Please create an account below. If you already have an account, please click here to login.

First name * Last name ™

A valid email address. All emails from the system will be sent to this address. The email address is not
made public and will only be used if you wish to receive a new password or wish to receive certain
news or notifications by email.

Password *

Password strength:

Confirm password *

Passwords match:

Select your role in the workforce

Certified Home Health Aide

B | agree to the terms of use *
Click here to read the Terms of Use. CHAT NOW

Image 2

When done, click the “Create New Account” button (Image 3) to register their account and log in.

B | agree to the terms of use *
Click here to read the Terms of Use.

Create new account

Image 3

Logging In

On the home page (Image 4), click the person icon in the top right corner (Image 5) to log in.

Then click “Log in” to go to the “My Workspace” Page.
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@ Welcome | Direct Care Careers X + v - X
< C @ uatdirectcarecareers.com G 1B % ‘a *» 0O 2
\ Direct Care Careers

COLORADO

WELCOME

We need you! The country is facing a critical healthcare workforce shortage. Long-term
services and supports (LTSS) employers nationwide need immediate assistance filling job matching services aligned with their unique skills and passions.

roles to support people remaining safe and healthy. Be part of the solution, create an

The Direct Care Careers Center Colorado offers a comprehensive platform for
direct care workers to access tailored training, valuable resources, and effective

account, find jobs, and receive access to training and resources for LTSS employers at

www.DirectCareCareers.com. NORTH DAKOTA

If you are an employer of supports and services for people who are older or living with It is possible to live at home longer with home and community-based services
a disability, create an account here. Assign trainings to your staff and stay connected to and support for older adults and individuals with physical disabilities. Care is

a pool of candidates and workers looking to develop and connect to positions and provided by direct support professionals what ND calls qualified service

roles. providers (QSPs).

WHAT IS DIRECT CARE CAREERS CENTER?

Direct Care Careers Center is a free, national website that provides individuals (1) access TEXAS

to jobs with potential employers, (2) access to resources to develop their skills, and (3)

access to trainings to increase competence. The job matching tool uses a matching LS e i e G sy, e i e Pize G

algorithm to pair licensed and/or trained workers with healthcare and LTSS employers Careers platform, is providing opportunities for community attendants to
that need their specific skills. This website was created by ADvancing States and

Altarum, in partnership with participating States/Territories.

connect with Home and Community-Based Service providers who are hiring.
Community attendants (also known as direct service workers, personal care

assistants, and home health aides) account for approxima

S— 1 natinnwide and 320 780 in the ctate of Texas Communii V=R MESSAGE a %

Image 4

Direct Care Careers

COLORADO

The Direct Care Careers Center Colorado offers a comprehensi

Long-term direct care workers to access tailored training, valuable resource

nce filling job matching services aligned with their unique skills and passions.
create an
ployers at
NORTH DAKOTA
living with Itis possible to live at home longer with home and community-based services
Image 5

Once here:

1. Putin the Username and Password
2. Click the Login button.

If you have forgotten your password, click the “Forgot password?” link at the bottom of the login screen
(Image 6).

A
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LOG IN

Please enter your username and password below. If you do not have a user name and

password, please contact helpdesk@directcarecareers.com to request one.

Email or username *

( )

Password *

[ )

Login

R
C Forgot password? ) 4

Image 6

On the next page, you will put in the email you used to create the account and then press submit
(Image 7). An email will be sent to you letting you know how to reset your password.

RESET PASSWORD

Email *

[ )

Note: Email is case-sensitive.

Changing the site Language

If you need to read the website in a different language, click on the language option in the top right
corner of the page (Image 8).

Texas Direct Care Careers e 8 Q0 :

BE english v

The Direct Care Careers Center Colorado offers a comprehensive platform for direct care

COLORADO

Yeervicesand workers to access tailored training, valuable resources, and effective job matching services

»ort people
2ceive access to

aligned with their unique skills and passions.

adisability,

-andidate< and

Image 8
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The page will start in English every time. To change the language, click on the drop down icon in the
white box and select from the different languages available (Image 9).

The page will then change to the new language selected.

Image 9
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My Workspace
My Workspace is where you can change your profile password and see job matches after you log in
(Image 10).
MY WORKSPACE ;
Account Details Edit My Account Personal Information Work Preferences. Work Experience Education/Training Credentials Additional Information
My Job Posts My Messages Notification Preferences
TODD MILLER POSITION/ROLE AVAILABILITY
3 MY-B“M 'YEARS OF EXPERIENCE ary
Q 2 TRAININGS COMPLETED gjo 1 CERTIFICATE RECEIVED
@ O BADGES EARNED ® O SKILLS ACQUIRED
Image 10

To get to My Workspace, click the circle icon on the top right of the homepage (Image 11).

Image 11

Creating/Building the User Profile

After creating an account, you need to enter information about yourself.

This helps the system find jobs that fit your qualifications and preferences; the more information
entered, the easier it is to match with jobs.

The user profile can be updated by going to "My Workspace" and adding as much information as
possible.

As you fill out your profile, you will see a progress bar that lets you know what information is needed to
fully complete your profile (Image 12)

PROFILE PROGRESS

54%
Personal Information 89% Work Experience 20%

Education 100% Additional Information 0%
Work Preferences 58%

Image 12

A
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The personal information section has Date of Birth, Gender, Language, Address, and Phone number
information.

You can get to this section through My Workspace (Image 13).

My Workspace ’

Account Details Edit My Accountf Personal Information Work Preferences Work Experience Education/Training Cred:
My Job Posts My Messages Notification Preferences
Image 13

The work preferences section is where you can enter their work preferences, which can be used for job
matching.

You can get to this section through My Workspace (Image 14).

Note: you have to fill out this section to be matched with jobs

My Workspace \
Account Details Edit My Account Personallnformatioork Experience Education/Training Credential

My Job Posts My Messages Notification Preferences

Image 14

If you want to be matched with jobs, you must check the box in Image 15.

Select this box if you are currently looking for work and would like to be matched with a potential employer.

Image 15

The rest of the section includes choices on:

e Availability

e Start date/period

e Days of the week can work

e Shifts needed

e Who you can give support to

e Distance you want to travel for work
e Canyou relocate for work

A 9
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e Environment you can work in (for example, in a home with dogs)
e  Minimum/required hourly rate

The work preferences section is where you can enter your work experience, which can be used for job
matching.

You can get to this section through My Workspace (Image 16).

Note: you have to fill out this section to be matched with jobs

My Workspace \

Account Details Edit My Account Personal Inf i Work Pref es rk Experience Education/Training Credential Additional Infy
My Job Posts My M 2
Image 16

Once you click into this tab, you will be able to enter information on current and former employers, as
well as highlighting your skills. At the top of the page, you can enter your years of experience in the
field, as well as listing your current employer (if applicable) (Image 17).

Current Employer(s)

( Nothing selected v J

Current Employer(S), If Not Listed Above

Image 17

Types of Services (Image 18) you can provide is the most important item used for matching you to jobs.

-, N 10
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() Select All / Uncheck All

() Behavior Supports

Dressing

Feeding

Housekeeping

() Administering medications

[JJ) Employment assistance

Lifting without a lifting device

TYPE OF SERVICES

() Basic Hygiene
() Communication and self-direction
() Educational activities

O Escorting to community activities

Food Preparation
Laundry

) Medication Reminders

() Bathing
Cooking
() Emergency Response Services (ERS)

Escorting to doctor or therapy
appointments

() Habilitation Services
() Lifting with a device

() Mobility assistance

Money management () Nutrition management Pet care
[ DRacnita & M ch [ Shat adminictratinn
Image 18

If you have had a job before, you can talk about it here. You can also say what you did in their job. If you
still work for the company, click the "Present" box at the bottom (Image 19).

MY WORK EXPERIENCE

Name of the Employer

Self Employed

Position/Role

\ Home Caregiver v j
Date Ended
Date Started
Date Ended (If Applies)
(an v ) e v )
\/ 1970 v \H/ 1980 v ‘\

Image 19

To add more job history, click the “Add Additional Employer” button at the bottom of the page (Image

Add additional employer

20).

Image 20

Once done, click the “Save” button at the bottom of the page (Image 21).
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The Education/Training and Qualifications section is where you can add information on your education,

training, and qualifications.

You can get to this section through My Workspace (Image 22).

Note: you have to fill out this section to be matched with jobs

My Workspace

Account Details Edit My Account
My Job Posts My Messages
Image 22

Personal Information

Work Preferences Work Experience

Notification Preferences

Education/Training

redentials Additional Information

Be sure to enter information about technical qualifications, schools attended, type of degrees, and other
training completed (Image 23).

Diplomas and certificates can also be loaded on this page.

MY WORKSPACE

Account Details Edit My Account Personal Information

MY EDUCATION

Work Preferences Work Experience Education/Training Credentials Additional Information

() Associates degree
(0 Post-graduate degree

Selectall that apply

() Select Al / Uncheck All

()18 years of age or older
[0 Able to utilize durable medical equipment in the home

() Atleast 6 months of relevant experience

MY EDUCATION IS: DEGREE/CERTIFICATE

() Bachelors degree ] High school diploma or GED

(0 Technical or Vocational Training

TECHNICAL QUALIFICATION

) Able to comply with applicable health and safety regulations (] Able toift up to 30 pounds while safely assisting clients

with transferring and moving

[0 At least 1 year of experience in a health care environment or
equivalent

[ At least 3 months of relevant experience

0 Possess adequate hand-eye coordination and manual
dexterity

[ Possess high school diploma or GED

Image 23

A
ADVANCING I
STATES

% Altarum

12



M DirectCareCareers.com

USER GUIDE —rev 04262024

The Credentials section is another item that can be used for job matching. Be sure to complete this
section.

You can get to this section through My Workspace (Image 24).

My Workspace
Account Details Edit My Account Personal Information Work Preferences Work Experience Education/Trainin| Credentials Additional Information
My Job Posts My Messages Notification Preferences
Image 24

If you have more than one credential, you can add them by clicking the “Add another credential” button
(Image 25).

MY CREDENTIALS

Credential

-

.
HHA (Home Health Aide) ~

CNA (Certified Nursing Assistant) e

Valid Until
CNA Medication Aide
12/24/2024 0O

CPR & First Aid

DSP (Direct Service Professional)

HHA (Home Health Aide)

RN/BSN (Registered Nurse)
\

( Add another credential )

Image 25

The Additional Information section is an open area to add any more information. You can also upload a
resume, cover letter, and reference letter.

You can get to this section through My Workspace (Image 26).

13
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My Workspace
Account Details Edit My Account Personal Information Work Preferences Work Experience Education/Training Credential o
My Job Posts My Messages Notification Preferences
Image 26

In the text box (Image 27), you can enter any information you want the employers to know about.

This could be skills, experiences, hobbies, or anything else you feel would add to your profile.

Please add any other information you want an employer to know about you:

B I @ = Zv & [ Paagaph v §)Souce <>

Image 27

To upload documents like resumes, cover letters, and reference letters, click “choose file” under the
document type you want to upload and find the document you want uploaded on their device (Image
28).

You should put all the files in the same folder on your desktop for the easiest access.
Once the file is selected, click “open” on the file selection window (Image 29).

Click Save at the bottom of the page when done. (Image 28).

Upload a Resume

Choose File | No file chosen

One file only. 25 MB limit. Allowed types: pdf doc docx.

Upload a Cover Letter

Choose File | No file chosen

One file only. 25 MB limit. Allowed types: pdf doc docx.

Upload a Reference Letter

Choose File | No file chosen

One file only. 25 MB limit. Allowed types: pdf doc docx.

«D —

Image 28

AN 14
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@ open X
<« v « Desktop » Resume v O 0 Search Resume
Organize ~ New folder = m 0
A Name Date modified Type
) My Resume 9/8/2023 2:25 PM Microsoft Wor
v < >
File name: | My Resume ~ | |Allfiles v
Image 29
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The DCC Website allows communication between candidates and employers. To access your messages,
click the “My Messages” tab (Image 30)

My Workspace

Account Details

My Job Posgs My Messages

Image 30

On the next page, you will see all messages, read or unread, that you have sent or received (Image 31).

Edit My Account

Personal Information Work Preferences Work Experience Education/Training

otification Preferences

Click on the subject line of any message to open it.

Credentials

Additional Information

From To Subject Authored on Actions
Candidate4 CODCC CO_CDS Employer Acceptance of Interview Invitation - CO CDASS Job Post... 03/14/2024 - 10:30 LN
CO_CDS Employer Candidate4 CODCC Invitation for Interview - CO CDASS Job Post 03/14/2024 - 10:28 LN
Candidate4 CODCC CO_CDS Employer Decline of Interview Invitation - CO CDASS Job Post 03/13/2024 - 14:04 L]
CO_CDS Employer Candidate4 CODCC Invitation for Interview - CO CDASS Job Post 03/13/2024 - 14:03 LN
CO_CDS Employer Candidate4 CODCC for Interview - CO CDASS... 02/23/2024 -12:50 L]

Image 31

Once you open a message, you can read it fully and decide what action to take (Image 32). You can reply

to the message if appropriate or delete it if no longer relevant. If the message contains inappropriate

content, you can flag it for moderators, and block the user.

AS

,\\
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New Message By CO_CDS Employer On 03-14-2024 10:28:22 Am To Candidate4 CODCC

View

Back to My Messages
( i Delete )( O Block )( | Report )
From: CO_CDS Employer © Reply
To: Candidate4 CODCC

Thu, Mar 14,10:03 am
Subject: Invitation for Interview - CO CDASS Job Post

Hello Candidate4,

We recently came across your resume on Direct Care Careers and are interested in discussing the CO CDASS Job Post role with you further. Your

qualifications caught our attention, and we believe you would be a great fit for our team.

We would like to invite you for an interview to learn more about your experiences and discuss how your skills align with our company's needs. Please see

our availability for an interview below.

Availability for Interview:
March 15.2024 09:30 am

Image 32

By default, the DCC website will send you a Daily Digest that will contain job-related updates. You can
check your current preferences and make updates on the “Notifications” tab (Image 33).

My Workspace

Account Details Edit My Account Personal Information Work Preferences Work Experience Education/Training Credentials Additional Information

My Job Posts My Messages Notification Preferences

Image 33

On the notification preferences page, you can change how often you receive messages for on things
such as new trainings and resources (Image 34). You can also choose if you would like to receive
everything in a daily or weekly digest.

Note: some preferences cannot be changed (employer and profile completion notifications).

AN 16
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When new resources are added*

[ None ‘ ‘ Immediately ] { Daily Digest ‘

When new training is added*

[ None ‘ ‘ Immediately [ Daily Digest ‘

When an employer is interested in my profile*

Immediately

Receive updates for new job posts*

[ None 1 ‘ Immediately Daily Digest Weekly Digest

Receive reminders when my profile progress is less than 50 percent complete

Daily Digest Weekly Digest ]

Receive updates when new comments are added to collaborate post

None ‘ Immediately [ Daily Digest ‘ [ Weekly Digest

Image 34

Changing Password or Deactivating Account

You can update your name, email, and password in the Edit My Account section. If necessary, you can
also delete the account.

You can get to this section through My Workspace (Image 35).

To delete the account, click the “Deactivate Account” button at the bottom of the page (Image 36).

MY WORKSPACE

Account Details Edit My Account Personal Information Work Preferences Work Experience Education/Training Credentials Additional Information

N

Image 35

N

Image 36

17
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Matching To Open Job Postings

In the Account Details section, you will find a section called Potential Jobs (Image 37).

If you have put information in your profile, you will find a list of open jobs you have been matched with.

You can get to this section through My Workspace, and will see it appear automatically.

Account Details Edit My Account Personal Information Work Preferences Work Experience Education/Training Credential
LUCY POSITION/ROLE AVAILABILITY
VANPELT Full-time
Personal Care Attendant
My Resume &
YEARS OF EXPERIENCE aTy
Arlington

POTENTIAL JOBS

Image 37

To look at a job, click View Details to open the job information (Image 38).

You can also click the job title to get to the same place.

Employer ID: 9669 B8
-
L 2 -

Job ID: 21269

CAREGIVER TESTING

NUMBER OF POSITIONS AVAILABLE: 1
JOB TYPE: PART-TIME

WORK LOCATION: AUSTIN 73301
‘ View Details
TYPE OF SERVICES NEEDED:

| am Interested

Save Job Post

Image 38

On the next page, you can see the job details. From here, there are two ways to let an employer know
you are interested in a job:

1. You can view the employer’s contact information by clicking the name orBicon (Image 39).

A
ADVANCING I
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Emplover 1D:9669F8 ) (N
N =

Job ID: 21269

CAREGIVER TESTING Iam Interested

NUMBER OF POSITIONS AVAILABLE: 1
JOB TYPE: PART-TIME

WORK LOCATION: AUSTIN 73301
TYPE OF SERVICES NEEDED:

Save Job Post

View Details

Image 39

The profile page will have the employer’s name and email address where you can message them (Image
40). It may also have a website URL or more information. To go back to the job listing details, click the
back button on your Internet Browser.

EMPLOYER PROFILE
MANDATE HEALTH SERVICES LLC

mhslic@verizon.net _

Dallas
75220

About the employer:
Website

Image 40
2. You can also click the “l am Interested” button to open up the direct messaging feature (Image 41)

Employer ID: 9669 8

e ns
Job ID: 21269
CAREGIVER TESTING ) (@ERITE

NUMBER OF POSITIONS AVAILABLE: 1
JOB TYPE: PART-TIME

WORK LOCATION: AUSTIN 73301
TYPE OF SERVICES NEEDED:

Save Job Post

View Details

Image 41

This will take you to a new page where you can send a message to the potential employer (Image 42).
Make sure to fill out the subject and body of your message and press “Send Message” when you are

done.
A 19
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CREATE A NEW MESSAGE

To:

CO Affiliated Employer

From:

Todd Miller

Subject:

Job Post Reference

€O Affiliated Job Post
Message
B I @ := 1=v & @ Paagaph v | B)souce <>

Image 42

You can view all sent messages to employers in the “My Messages” section under My Workspace (Image
43).

MY WORKSPACE

Account Details Edit My Account Personal Inft i Work Prefi e: Work Experience Education/Training Credentials Additional Information
My Job Posts My Messages Notification Preferences
From To Subject Authored on Actions
Todd Miller CO Affiliated Employer Hello, | am interested in your job posting on... 01/24/2024 -14:30 L]
Image 43

All job posts that “I am Interested” are clicked on will show up under the “My Job Posts” page in My
Workspace (Image 44).

MY JOB POSTS

Account Details Edit My Account Personal Information Work Preferences Work Experience Education/Training Credentials Additional Information

My Job Posts My Messages Notification Preferences

CO Affiliated Employer B8
Job ID: 15694

CO AFFILIATED JOB POST

NUMBER OF POSITIONS AVAILABLE: 1

JOB TYPE: PART-TIME
WORK LOCATION: AURORA 80210

L2 |

Image 44

Seeing All Open Positions
To view all open positions, click on the “Jobs” menu item in the left sidebar of My Workspace (Image
45).

20
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My Workspace
Jobs
Resources
Collaborate

Contact Us

Help

Image 45
Type in what you want on the Jobs page in the search bar.
You can also search by Job ID, CDS Employer Name, or a keyword from the job title (Image 46).

For example, if you are looking for a job as a personal care assistant, you can type “personal care
assistant” into the search bar, and the system will pull all jobs that match.

O 5 English v

TYPE OF CARE JOBS
NEEDED
(J Administering
O Bathing

OJ Behavior Supports
(J Cooking

Image 46
To view full details about the job, click View Details to open the job information (Image 47).
You can also click the job title to get to the same place.

Employer ID: 9669 B8

A=
Job ID: 21269

CAREGIVER TESTING Iam Interested

NUMBER OF POSITIONS AVAILABLE: 1
JOB TYPE: PART-TIME

WORK LOCATION: AUSTIN 73301
‘ View Details
TYPE OF SERVICES NEEDED:

Save Job Post

Image 47

21
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On the next page, you can see the job details. From here, there are two ways to let an employer know

you are interested in a job:

1. You can view the employer’s contact information by clicking the name orBicon (Image 48).

Emplover 1D:9669 68 ) (S
™
O A =

Job ID: 21269
I Int: ted
CAREGIVER TESTING am Intereste
NUMBER OF POSITIONS AVAILABLE: 1
Save Job Post

JOB TYPE: PART-TIME
WORK LOCATION: AUSTIN 73301
TYPE OF SERVICES NEEDED:

View Details

Image 48

The profile page will have the employer’s name and email address where you can message them (Image
49). It may also have a website URL or more information. To go back to the job listing details, click the
back button on your Internet Browser.

EMPLOYER PROFILE
MANDATE HEALTH SERVICES LLC

mhslcoverizonnet > {—

Dallas
75220

About the employer:
Website

Image 49

2. You can also click the “l am Interested” button to open up the direct messaging feature (Image 50)

Employer ID: 9669 B8

o N =
Job ID: 21269
CAREGIVER TESTING =) (@EED

NUMBER OF POSITIONS AVAILABLE: 1

Save Job Post
JOB TYPE: PART-TIME
WORK LOCATION: AUSTIN 73301
TYPE OF SERVICES NEEDED:

View Details

Image 50

This will take you to a new page where you can send a message to the potential employer (Image 51).
Make sure to fill out the subject and body of your message and press “Send Message” when you are

done.
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CREATE A NEW MESSAGE

To:

CO Affiliated Employer

From:

Todd Miller

Subject:

Job Post Reference

CO Affiliated Job Post

Message

)

B I @ := i=~v & @ Paragaph v §)souce <>

Image 51

You can view all sent messages to employers in the “My Messages” section under My Workspace (Image
52).

MY WORKSPACE

Account Details Edit My Account Personal Inft i Work Prefi e: Work Experience Education/Training Credentials Additional Information
My Job Posts My Messages Notification Preferences
From To Subject Authored on Actions
Todd Miller CO Affiliated Employer Hello, | am interested in your job posting on... 01/24/2024 - 14:30 ST
Image 52

All job posts that “l am Interested” are clicked on will show up under the “My Job Posts” page in My
Workspace (Image 53).

MY JOB POSTS

Account Details Edit My Account Personal i Work Work ducation/Training Credentials Additional Information
My Job Posts My Messages Notification Preferences
Employer ID: 9656 F8
® RS
Job ID: 15715

TX CDS JOB POST

NUMBER OF POSITIONS AVAILABLE: 1

JOB TYPE: FULL-TIME

WORK LOCATION: LACO VISTA 78645
TYPE OF SERVICES NEEDED:

« Administering medications
« Basic Hygiene

« Bathing

« Cooking

Image 53
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Filters can be used to find jobs based on the type of work you want to do and their qualifications. You
can also use filters to find jobs that match language, gender preferences, or the company’s name.

It is easy to use filters to find the type of job you want, and Image 54 shows how to do it. When you are
in the Jobs screen, on the left-hand side of the screen will be a box labeled “Type of Care Needed” You
can select which tasks you would like included in the filter and hit “Apply” on the upper right side of the
page.

(<] BE £ngish >

JOBS

PE OF CAR
NEEDED
) Basic Hygiene
) Dressing

O Food Preparation

Jobs are lsted below based on date posted

Beacon Home Health Agency Lic B8
Job ID: 15440 L 2 |

PROVIDER ATTENDANT

NUMBER OF POSITIONS AVAILABLE: 3
JOB TYPE: PART-TIME
LOCATION: STAFFORD 77477

O Medication Reminders

(J Escorting to community
activities

\ Shopping
(O\obility assistance

Image 54

Saving Job Posts

If you like a job and want to save it for later, you can save it by clicking the “Save Job Post” button
(Image 55).

TX Corporate Employer B8
Job ID: 96602

| am Interested

Personal Care Attendant

Number Of Positions Available: 1
- Save Job Post
Job Type: Part-Time

Work Location: Austin 78752
View Details

I" m

Type Of Services Needed:

¢ Administering medications

 Basic Hygiene

« Bathing

* Behavior Supports

« Communication and self-direction

« Cooking

¢ Dressing

 Educational activities

« Emergency Response Services (ERS)

Minimum Qualification/Requirements:

« Ability to lift up to 30 pounds while safely assisting clients in transferring and movement
 Criminal Background Check (through employer)

« High school diploma or GED

« No experience reauired
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Image 55

Saved jobs will show up on the “My Saved Jobs” tab in My Workspace (Image 56).

= ciigusin -

My Saved Jobs

Account Details Edit My Account Personal Information Work Preferences Work Experience Education/Training Credential Additi

My Saved Jobs My Messages Notification Preferences

Test DCCC-565E0 -
Job ID: 21213 R =

DCCC-565 Job Post

Number Of Positions Available: 1

Job Type: Full-Time

Work Location: Seattle 87665

Type Of Services Needed:

+ Administering medications

» Basic Hygiene

« Bathing

« Behavior Supports

« Communication and self-direction

Image 56

You can also print job posts you are interested in (Image 57). Clicking the print icon on the upper right
side of the screen will download the page to your computer.

Employer ID: 9673 FB

Job ID: 96727

CDS JOb Post | am Interested

Number Of Positions Available: 1

Job Type: Part-Time View Details

ar

Work Location: Austin 73301
Type Of Services Needed:

» Administering medications

» Basic Hygiene

« Bathing

* Behavior Supports

« Communication and self-direction
» Cooking

* Dressing

e Fduratinnal artivities

Image 57
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Viewing Resources (Information and Training provided by your State)
To view resources, click on the Resources menu item on the left sidebar of My Workspace (Image 58).

My Workspace
Jobs
Resources
Collaborate

Contact Us

Help

Image 58

Here, you can find Documents and links to websites, videos, and training posted by the State by typing
in keywords (Image 59).

=== English v

RESOURCES

g L -

Image 59

Getting Help

For questions about the DCC Website, you can go to the document library.

To do this, click on “Help” on the left sidebar of My Workspace (Image 60).

My Workspace

Jobs
Resources
Collaborate

Contact Us

Image 60
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You can also use the boxes on the left side of the screen to search by topic, language, or user type (see

Image 61).

HELP TOPICS
O User Login/Sign UP
O Account Settings
O Jobs
O Resources Library

LANGUAGE
O English
O Spanish

TYPE OF USER
O Employer
(J CDS Employer
O Administrator
O Employee
Anonymous User

Image 61

HELP DOCUMENTS LIBRARY

BE english v

Please note that images in these documents and videos may not match all images on the platform due to continuous platform improvements. The steps in these self-help tools are still accurate.

(

] Apply

ACCOUNT SETTINGS
& Direct Care Careers - Frequently Asked Questions
& How to change languages
& How to change languages (Spanish)
® How to "Edit My Account" as an employee
® How to edit your "Additional Information” as an employee
® How to edit your "Credentials/Certificates” as an employee
® How to edit your "Education/Training" as an employee
® How to edit your "Personal Information” as an employee
® How to edit your "Work Experience” as an employee
® How to edit your "Work Preferences” as an employee
& How to reset your password

{8 How to reset your password (Spanish)

RESOURCES LIBRARY
® Browsing the resources page
& How to manage the resource library

(& How to manage the resource library (Spanish)

JoBs
® Browsing the jobs page
& How to create a job post
[ How to create a job post (Spanish)
& How to create a job post template
& How to create a job post template (Spanish)
& How to edit a job post
& How to edit a job post (Spanish)
& How to edit a job post template
& How to edit a job post template (Spanish)
& How to view potential job matches

& How to view potential job matches (Spanish)

USER LOGIN/SIGN UP

& How to log in (Spanish)

& How to log-in

& How to register as an affiliate company

& How to register as a CDS Employer

If the help documents library cannot answer your question, you can contact our support team in two

ways:

1. Live chat:

Talk to a live person by clicking the arrow on the green “Chat Now” box in the bottom right-
hand corner (Image 62).

Image 62

Once open, you can enter their question, and a person will get back to you soon (Image 63).

**Make sure you choose your state from the menu. **
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CHAT NOW -

Thank you for contacting us. To serve you
better please provide the following
information:

Start Chat

Image 63

2. Email:
Click the Contact Us button on the left sidebar of My Workspace to be directed to an email form
(Image 64).

My Workspace
Jobs
Resources
Collaborate

Contact Us

Help

Image 64

Type in the subject (question), name, email address, and a message.
The question will be replied to soon. (Image 65).
You can also email the help desk at helpdesk@directcarecareers.com.
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CONTACT DIRECT CARE CAREERS

5555555
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