SAAVI SERVICES FOR THE BLIND 

EMPLOYMENT SPECIALIST
Job Summary:  The Employment Specialist is responsible for providing individual and group job readiness, placement, and retention services to visually impaired students referred by Vocational Rehabilitation.     
 
Reports to:  Business Development Manager 

Location:  Phoenix


Supervisor Position: No
 
Key Responsibilities and Duties:
· Conducts initial assessment of student’s employment services needs

· Assists students in activities of career exploration, including labor market surveys, geographical surveys, informational interviewing, job shadowing, etc. 

· Leads group instructional sessions in emotional intelligence, business communications, business etiquette/grooming, networking, resume building, and interviewing

· Provides individual employment services to students specific to their vocational goal

· Assists student with job retention via onsite support, job coaching, and worksite evaluations

· Attends disability and employment related meetings/groups

· Builds and maintain positive relationships with community employers

· Creates case notes for each student contact and completes monthly reports as required

· Works closely with other departments to make sure that services are congruent with agency goals

Skills and Knowledge: 
· Minimum Bachelor’s degree in Rehabilitation, Disability Studies, or blindness-related field, OR
· at least two (2) years’ experience providing job placement, coaching, training or education opportunities for individuals with disabilities (preferably visually impaired/blind) or
· Graduate level coursework towards rehabilitation counseling or career development field,
· Experience advocating for individuals
· Ability to work autonomously with excellent problem solving and critical thinking skills
· Excellent writing, communication, and organizational skills
· Strong relationship building and negotiating skills 
· Experience working in team settings
Essential Job Functions:

· Ability to sit, stand, bend, stoop and bend for periods of time 
· Prolonged periods of telephone and computer usage, and other office equipment
· Possess a high degree of initiative, sound judgment and sensitivity in maintaining confidential materials and discretion
Conditions of Employment:
· Ability to pass a Rehabilitation Services Administration (RSA) background check
· Ability to obtain an approved DPS Fingerprint Clearance Card (provided by SAAVI) 
· Ability to obtain CPR and First Aid Certification (provided by SAAVI)

· If position requires employee to drive then a valid Arizona Driver’s License is required. If driving SAAVI vehicles must have a clean driving record and be approved by SAAVI insurance
· Participate in SAAVI orientation and training with introduction to blindness emersion activities, this occurs under sleep shade and is designed to teach competencies of non-visual techniques.  The duration of time is dependent upon employee’s specific job and individual goals being accomplished

The above statements are intended to describe the general nature and level of work being performed by the staff assigned to this job. They are not to be construed as an exhaustive list of all responsibilities, duties, and skills required of staff. All staff may be required to perform duties outside of their normal responsibilities from time to time, as needed.

SAAVI offers comprehensive benefits including Medical, Dental, Vision, Company paid Basic Life and Basic Short & Long Term Disability; Simple IRA; Vacation, Personal Leave, Holidays, and Floating Holidays
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