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Position Description 



Unit or Program:  Disability Services

Position Title (Working Title): Disability Specialist

Job Code:  9747

Job Code Title/Classification: Assistant Education Specialist

Check one:

___ Bargaining Unit/AFSCME Position

___ Civil Service Position

__x_ Professional/Academic/Administration

Percent Time of Appointment/Position: 100%

Supervisor:  Betty Benson

Supervisor Title & Unit: Associate Director, Student Services



Position Description

The Assistant Education Specialist provides or arranges for reasonable accommodations for students with disabilities to ensure access to courses, employment, programs, facilities, services and activities on campus.  The Assistant Education Specialist monitors and maintains student information including disability documentation and case file information. The Assistant Education Specialist also participates in on-going training and outreach activities at the University and in the community both as a spokesperson for the area/unit and as a participant in professional development activities.

The Assistant Education Specialist demonstrates the ability to create a positive, productive work environment that supports teamwork and promotes student development. Additionally, this person shows evidence of substantial knowledge of diversity issues and the ability to integrate equity practices into all aspects his/her work. This individual demonstrates understanding of Universal Design and Universal Instructional Design in practices related to this position. This person reports to the Associate Director within Student Services.

Essential Qualifications

· Masters degree in Rehabilitation Counseling, Social Work, Student   

      Personnel, Counseling, Psychology or a related field

· Two years experience working with people with disabilities

· Knowledge of federal and state laws regarding access for people with    

      disabilities

· Demonstrated knowledge of community resources for people with disabilities

· Experience in providing consultation on disability issues

· Strong communication and organizational skills

Preferred Qualifications
· Experience working with individuals with who are blind/low vision

· Experience working with individuals with psychiatric disabilities
Essential Responsibilities

Direct Service - 80% 

· Provide information, referral and support to prospective and enrolled 
   

      students with disabilities

· Facilitate communication and provide on-going consultation and problem-

                  solving assistance for faculty, staff and prospective and enrolled students with 

      disabilities

· Assist students with obtaining disability documentation and determining 


      reasonable accommodations

· Assess the interaction of the student’s disability with the academic 


environment as well as develop and coordinate a plan for the provision of reasonable accommodations 

· Assist students in understanding their disabilities and their legal rights and 


responsibilities

· Promote student self-advocacy, independence and development

· Maintain strict confidentiality of protected information

· Stay abreast of national, state and local disability legislation and issues  

· Maintain up-to-date and accurate case records and notes 


· Conduct regular reviews of student files

· Consult with other colleagues and supervisor regarding case management

· Present cases for consultation at staff meetings

Institutional Support  (DS work groups and/or University committees) - 10%

· Attend and participate in unit and all-staff meetings

· Participate in work groups as recommended or assigned

· Participate in University committees, task forces and networks upon the

recommendation and/or approval of the Associate Director 

Outreach - 5%  

•    Provide training and presentations to the University and the

      community on relevant disability-related topics 

•    Provide consultation/technical assistance on disability issues as needed or 

      requested by individuals and groups at the University and in the community

· Serve as a liaison to University departments and units as assigned

Professional Activity (training and professional development) - 5%

· Participate in training and presentations upon the recommendation and/or approval 

      of the Associate Director 

· Maintain membership with relevant professional organizations

· Participate in professional development activities through presentations,     

publications and attendance at conferences or related activities

· Participate in University organizations serving individuals with disabilities

     


� Percentage breakdowns regarding responsibilities may vary depending on the staffing needs of Student Services.
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