CLEVELAND SIGHT CENTER

JOB DESCRIPTION

Employee: 
Date: 
POSITION:
Employment Specialist
JOB CATEGORY:


Professional

RESPONSIBLE TO:
Director of Social & Supported Employment
POSITION SUPERVISED:

None
A. EDUCATION:

Bachelor’s Degree in social work or related field required. Social Worker or Vocational Counselors Preferred. 
B. EXPERIENCE:

One to three years in vocational counseling, job placement or social work preferred. Sales experience preferred.  Master’s degree in rehabilitation or related field may replace work experience. 
C. SKILLS:

Demonstrate knowledge of employment market trends, local job market, employers’ hiring practices and job opportunities for high school students, college students and adults with visual impairments.

Knowledge of job seeking skills and placement for students and adults with visual and other impairments.

Demonstrate ability and skill in using computers, Microsoft software and the Internet.

Demonstrate capacity to participate, in a professional and appropriate manner, with any meetings, conferences and discussions, as well as respond appropriately to any recommendations offered by supervisors or managers.

Demonstrate knowledge of medical, psychological and social issues related to visual and other impairments.

Understanding or the ability to learn the application of adaptive technology aids in the employment of individuals with visual impairments.


Demonstrate interpersonal and written communication skills.

Ability to assess client skill levels and evaluate which additional services may be needed (and possibly referred when appropriate).
Ability to handle fast-paced environment with many different tasks at one time (Multi-Task).
D. PHYSICAL:

Work long periods of time and or hours that do not conform to a set schedule.  Ability to travel frequently into various community settings.  Consistent amount of time standing, bending, sitting, driving in automobile.
E. BASIC FUNCTION;

Under the direction of the Director of Social Work and Supported Employment (Williams Career Development Center), the Employment Specialist is responsible for increasing the employment opportunities of students and adults registered with the Cleveland Sight Center who are visually impaired (This may include other disabilities as well).  The Employment Specialist, when working with the student population, has the responsibility of working with local school systems to provide supplementary materials and support as it relates to career exploration and to provide services to high school and college students in need of assistance in seeking internship experiences.  The Employment Specialist will counsel, coach, and empower adults to assist them in gaining the skills and information necessary for success in obtaining employment and work experiences.  This may include resume and interview skill development for Clients seeking employment.
F. SPECIFIC RESPONSIBILITIES;

1. Meets all productivity requirements as set by the department and agency goals – as related to direct client service hours and other requirements.

2. Completes and submits documentation, reports, etc required for all services no later than designated time as set by department standards or at manager’s discretion.

3. Develops career exploration plan for students and adults


4. Develops employment plans, setting placement of job preparation goals and timelines.  Evaluates and revises plan with client when appropriate. 
 

5. Develop an internship plan for high school and college students, working with school personnel, college/university access departments, counselors, academic advisors and when appropriate the BSVI counselor.

6. Prepares students and adults for employment, providing career exploration, job readiness and placement assistance.

7. Develops career exploration and job readiness training materials and presents workshops to prepare clients for employment and internships.

8. Develops programs to provide career exploration and job readiness skills

9. Interacts with community organizations, schools and employers to 

Identify potential jobs and promote high school and college students, and adults, for job opportunities and when possible, internships.

10. Interacts with community organizations, colleges and employers to identify potential job and internship opportunities and promote clients for these opportunities.

11. Accompanies clients as needed to place applications, attend 

Job fairs, interviews, related job and career search activities.

12. Develops follow up plan with clients placed, provides or recommends job coaching as needed, and provides on-site troubleshooting, problem analysis, and intervenes with clients as well as employers to retain employment.

13. Document client’s progress through written reports and forwards progress reports and other follow-ups to assigned manager. 

14. Performs necessary promotional and education activities including but not limited to public speaking, conference attendance, job development meetings and job fairs.

15. Research new trends and avenues for successful School to Work Programs and college internships.

16. In coordination with CSC Employment staff, provide career counseling, assessment and job readiness training, including resumes, cover letter writing and interviewing skills, depending on client needs and what assistance is required.

17. Works closely with CSC Board members, Employment Advisory Council members and other individuals who can assist in connecting clients to job opportunities and internships.

18. In coordination with CSC employment staff, provides on-site 

trouble-shooting, problem analysis and intervene with student/clients as well as employers to retain employment and internships.

19. Perform other job-related tasks as required by supervisor.
Revised:  10/2003; 10/2005; 10/2008 M.S., 3/31/2010 GC
For more information and to apply for this position, please send resume and cover letter to careers@clevelandsightcenter.org 
NOTE:  Background Checks and Drivers License Check will be required for this position.

