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NEW HORIZONS REHABILITATION SERVICES, INC.

POSITION DESCRIPTION
POSITION TITLE 
Employment Specialist for the Deaf/Hard of Hearing


EMPLOYEE:











PROVIDER NUMBER:


EMPLOYEE NUMBER:




CLASSIFICATION:
Non-Exempt

REPORTS TO: Emp. Services Manager


.

LOCATION: 
As Assigned


DEPARTMENT: Rehabilitation



Position Summary: 
Provide specialized services to assigned Deaf/Hard of Hearing trainees in order to facilitate access for the deaf to all Agency services/programs.  Act as Agency liaison with outside funding sources, including school districts and MJC/RS.  Provide the deaf community with information about Agency deaf services.
Essential Duties/Major Responsibilities:
1.
Serve as communication facilitator for deaf persons in all assigned program areas; as well as intakes, staffing and meetings.

2.
Actively reinforce any instruction, direction and counseling provided by other Agency staff members to deaf consumers.

3.
Conduct Employment Readiness Program, as needed, in order to prepare deaf individuals for Employment Services participation.

4.
Help deaf consumers conduct their own self-directed job search, either by telephone, or at interviews.

5.
Advise and counsel deaf consumers regarding appropriate and effective ways to obtain and maintain employment.

6. Contact and visit potential employers on behalf of consumers to present placement options.

7. Conduct direct placement activities on behalf of individual consumers as needed/requested and maintains log outlining such efforts.  

8. May drive consumers to job interviews and job trials.

9. Must have a current driver’s license, a good driving record and a safe, dependable automobile.
10. Maintain confidential files, records and documents pertaining to assigned consumers as well as record attendance and record keeping necessary for weekly reports and final discharge summaries.

11. Uphold stated Agency rules and regulations as stated in the Personnel Policy including confidentiality of consumer information.

12. Abide by HIPAA regulations of confidentiality as outlined in the Personnel and Agency manuals.

13. Uphold Michigan Department of Community Health codes and regulations concerning the rights and care of consumers served.

Secondary Duties:

1. Maintain a positive work atmosphere by behaving and communicating in a manner that is conductive to good relationships between customers, consumers, co-workers and supervisors.

2. Provide job coaching as needed.  Job coaching may have to be scheduled during evening hours and/or weekends, according to the consumers work schedule, and could require travel over a broad geographic area.

3. Provide on-going American Sign Language classes for Agency staff.

4. Conduct Deaf Sensitivity Workshops for interested employers who have hired deaf consumers.

5. Perform additional duties as assigned
Management/Supervisory/Lead Responsibilities/Equipment:

· Deaf/Hard of Hearing Consumers;

· All equipment/supplies, leased or owned, assigned to the Employment Services Department;
· Must adhere to the principles of confidentiality as described in our agency policies.
Education and Experience:

· Associate degree in human services field, preferably in deaf studies, or education;

· 2 years experience working with a disabled population, including at least 1 year of experience working with the deaf.
Abilities to:

· Operate computers, printers, copiers, and any other equipment commonly utilized for rehabilitation;

· Communicate effectively, verbally and in writing;

· Recognize and set priorities, and to plan, coordinate and organize own work;

· Communicate effectively with a diverse population;

· Relate to consumers with respect and dignity;

· Establish and develop a “team approach” to services and support necessary to enhance quality rehabilitation services to consumers served.

Skilled in:

· Reading, writing, speaking and understanding the English language;
· Working effectively, in daily activities as well as addressing problems and unique situations;
· Using independent judgment and making good decisions when resolving problems relating to employees and consumers;
· Problem analysis and resolution;
· Excellent communication skills including fluency in American Sign Language in both interpreting and transliteration: expressive and receptive;

· Must have good organizational and communication skills, familiarity with laws governing employment and discrimination;

· Familiar with computer operations.

Physical Elements:

· Lifting and carrying 35 pounds;

· Ability to use hands; 

· Acceptable hearing;

· Speaking ability;

· Corrected vision acceptable for driving;
· Supply transportation for consumers as required.
Technical, Vocational or Academic Elements:

· Organizing and coordinating schedules;

· Analyzing and interpreting data;

· Problem-solving/conflict resolution;

· Communicating with the consumers, staff, and funding sources;

· Increase information through seminars, workshops or job related courses;
· Current rehabilitation techniques and procedures, supportive services available, and community resources;

· Able to establish partnerships with community resources and develop a “team approach” to services and support necessary to achieve employment outcomes for consumers;

· Computer skills/knowledge of Microsoft word, Excel and other basic office productivity software;

· Completing written work orders, and so on….
Approvals:
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January 8, 2010

Stan A. Gramke, President/CEO
Date











________

Employee Signature
Date

	Employee signature to be obtained after approval from Compensation and Benefits. The employee’s signature acknowledges the employee has reviewed and understands his/her position description.
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