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CLEVELAND SIGHT CENTER


JOB DESCRIPTION

I.
POSITION:
MANAGER OF VRP3/AMP UP TO SUCCESS and SUPPORTED EMPLOYMENT CASE SERVICES 
II.
JOB CATEGORY:
Supervisory
III.
RESPONSIBLE TO:
Director- CYAS, LVC, Rehabilitation and Screening Services 
IV.
POSITIONS SUPERVISED:   Vocational Rehabilitation Coordinators (VRCs), Billing and Authorization Specialist, interns, volunteers
VI.
BASIC FUNCTION:
Under the supervision of the Director, the Manager provides leadership and supervision to all vocational rehabilitation services provided through VRP3/Amp Up To Success Program for clients ages 14 through working age to meet established goals of program; provides service coordination through CSC social work staff for clients enrolled in Supported Employment Program; establishes constructive working relationships with stakeholders (e.g., RSC/BSVI/BVR staff, school personnel, etc); and provides advocacy support for clients and their families.

V.
DESIRED QUALIFICATIONS:

a.  Education:
Bachelors Degree in Vocational Rehabilitation Counseling, Social Work, Nursing or related field. Masters Degree, certification and/or licensure preferred.

b.  Experience:
Minimum of 3 years of experience in vocational rehabilitation counseling, case management, employment services or related including work with adolescent and adult populations having blindness/visual impairment, special needs and/or mental health problems. Supervisory experience preferred.
c.  Skills:
Understands and applies principles of vocational rehabilitation, client assessment, case management and case support services.  Must be detail-oriented and able to follow established time lines.  Excellent organizational, verbal, and written communication skills.  Excellent interpersonal skills.  Ability to relate to persons of all ages.  Knowledge of principles of disabilities, including visual impairment and blindness.  Knowledge of community resources.  Ability to work as a team member as well as independently.  Effective public speaking skills. Ability to assess, plan and delegate. Ability to use various software applications, email and client database applications.
d.
Physical:
Sedentary position.  Must be able to work flexible hours, including evenings and weekends.  Ability to go out in community and make home, agency, school, etc. visits/presentations.

VII. SPECIFIC RESPONSIBILITIES:

FOR VRP3/AMP UP TO SUCCESS PROGRAM:

a. Support mission, goals and objectives of agency and programs supervised.

b. Manage VRP3/Amp Up To Success program to achieve outcomes as established through RSC/VRP3 Case Services contract.

c. Serve as day-to-today liaison for RSC/VRP3 case services contract between CSC and RSC.

d. Supervise assigned staff; responsible for all personnel actions related to assigned staff (performance reviews, coaching, development, corrective action, training, etc.)

e. Supervise and achieve the quality and timeliness of service delivery and develop and monitor outcome measures for VRP3 clients according to RSA and RSC guidelines.

f. Review and address as appropriate the quality and the timeliness of entry of case notes, reports and related documents. 

g. Determine client and family service needs for VRP3/Amp Up To Success program.  

h. Provide information and support to clients and their families concerning the educational, social, emotional and recreational needs of clients in relation to their visual impairment and /or other disabilities.

i. Provide direct service to clients and families through individual or group support work.

j. Provide targeted public and stakeholder education related to VRP3/Amp Up To Success Program through written materials and public presentations.

k. Assist with planning annual budget and supervise expenses related to the budget

l. Maintain client records and programming according to agency, CARF and other relevant guidelines.

m. Complete necessary reports and statistics.

n. Attend applicable agency meetings, seminars, workshops or classes to maintain knowledge of RSA, RSC, SSA, Medicare, Medicaid, housing and general community support services.
o. Serve as liaison to stakeholders (e.g., BSVI, BVR, school personnel) and develop constructive, working relationships.

p. Perform other related tasks upon request of supervisor.

FOR SUPPORTED EMPLOYMENT PROGRAM:

a. Support mission, goals and objectives of agency and programs supervised.

b. Determine client and family service needs for VRP3/Supported Employment program.  
c. Provide service coordination, make relevant referrals, and maintain appropriate communication with CSC staff and personnel in other agencies serving the client and/or family.

d. Coordinate delivery of social work services to clients enrolled in supported employment program through the assigned CSC social worker.

e. Provide information and support to clients and their families concerning the educational, social, emotional and recreational needs of clients in relation to their visual impairment and /or other disabilities.
f. Provide direct service to clients and families through individual or group support work.

g. Establish regular communication schedule with Director of Supported Employment Program to ensure continuity of services

h. Maintain client records and programming according to agency, CARF and other relevant guidelines.

i. Review and address as appropriate the quality and the timeliness of entry of case notes, reports and related documents. 

j. Complete necessary reports and statistics.

k. Attend applicable agency meetings, and supported employment and social work team meetings.

l. Attend applicable seminars, workshops or classes to maintain knowledge of RSA, RSC, SSA, Medicare, Medicaid, housing and general community support services.
m. Serve as liaison to stakeholders (e.g., BSVI, BVR, school personnel) and develop constructive, working relationships.

n. Perform other related tasks upon request of supervisor.

VIII. ESSENTIAL FUNCTIONS
a. Perform all physical aspects of position.
b. Perform all basic functions of position.
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