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JOB DESCRIPTION
JOB TITLE:
Employment Specialist
DATE PREPARED: 
04/94

DATE REVIEWED: 
05/96, 04/98, 04/99, 04/01, 04/02, 05/05,05/06, 06/07, 05/08, 05/09, 06/12, 05/13, 06/14, 06/15,07/16, 08/17 
DATE REVISED:
04/97, 04/00, 06/03, 06/04, 07/10, 06/11, 10/19
SUMMARY:
The Employment Specialist assists qualified persons with developmental and intellectual disabilities in exploring competitive employment, obtaining competitive employment, and retaining competitive employment. The Employment Specialist guides and coaches the qualified participant through work and work-related assessment, exploration, and skills training; assists participants in meeting the demands of competitive employment by providing follow-along services, job coaching and extended services as needed.

QUALIFICATIONS:

Educational Requirements:

Associate or bachelor’s degree preferred from an accredited college or university in a behavioral/social science or in a related field; or a high school diploma or GED with solid work history in social services or human services or business.  
Experience:


Working with people with disabilities and/or working in the fields of social services or human services; experience working in the business arena or in a field that interacts with various employers. 
Knowledge/Skill Requirements:


Basic math skills such as counting, addition, subtraction, multiplication and division.


Basic organizational skills in order to complete all assigned tasks in a timely manner.


Basic skills in writing, grammar, punctuation.


Ability to complete required forms and follow oral or written instructions.


Have the visual acuity to discriminate fine tasks.


Have the physical ability to respond quickly to the needs of persons served during crises.


Ability to communicate accurately and effectively with persons served and with other staff.


Ability to work independently using sound judgment. 

Legal/Certification Requirements:


Valid Indiana License with a for-hire endorsement

Certified in Cardiopulmonary Resuscitation, Automated External Defibrillation and Standard First Aid.


Medication Administration Training.
Other:


Must be at least 21 years old. 


Must not pose a direct threat to the safety or health of himself/herself or of others.


Must demonstrate an interest in and empathy for individuals with disabilities.


Must demonstrate a willingness to accept supervision.


Must not be listed with a finding on the list of Indiana Registered Nurse Aides.

Must not be listed on the Office of Inspector General’s Fraud Prevention and Detection Exclusion Registry.

Must not have conviction of any crimes listed in Title 460 IAC 6-10-5 on Limited Criminal History Check.

WORK RELATIONSHIPS:

The Community Employment Assistant:


-works under the direct supervision of the Community Employment Supervisor;


-works cooperatively with worksite employers, supervisors and co-workers of persons served;


-works cooperatively with all other Arc staff to provide strong and consistent programs for each

  individual;


-communicates successfully with persons served and relates to them in a respectful, adult manner;


-maintains professional relationship with persons served, community worksite employees, and other 


  Arc staff.
ESSENTIAL DUTIES:

Train the worker to perform the community job.


- Assist with assessment and job exploration with the participant.


- Task analysis of the community job to determine the most appropriate training methods to use 

  according to the worker's abilities.


- Have working knowledge of each person's goals as outlined in their Individualized Support Plan and provide training to assist in meeting those goals.

- Continually assess each person’s ability to work independently and decrease training/supervision   

   accordingly.


- Make on-the-spot decisions using sound judgement to ensure the success of the placement.


- Assist in conducting worker orientation.


- Continually analyze each person’s work habits to assess training needs.


- Provide positive reinforcement to encourage good work habits and instruct workers in safe work 

   practices.

Develop and provide supports to assist in the worker's job success.



- Conduct periodic on-site follow-along visits to assess job performance and regularly consult with the employer regarding the individual's work performance.


- Monitor quality of work performed by the employee.


- Provide Community Employment Supervisor with regular updates on any progress or concerns. 


- Train other employees at the job site regarding how they can provide natural support to the 

   individual.


- Assist worker in obtaining transportation to and from the work site.


- Provide social skills and soft skills training at the work site.


- Act as an intermediary between employee, other individuals at the work site and family members.


- Act as an advocate on behalf of persons served.

Provide information to the Community Employment Supervisor for Individual Support Team meetings and 
quarterly and annual progress reviews.
Be familiar and comply with medical information/restrictions of persons served. 


-Provide safe and appropriate administration of medications, as necessary.


-Monitor side effects of medications and recognize and prevent dangerous medication interactions.



-Administer individual-specific treatments and interventions to manage seizures, behavior, diet and nutrition, medication side effects, swallowing difficulties, emotional and physical crises and/or significant health concerns.
Implement behavior support plans as directed and provide documentation as indicated in the plan.
Accurately complete paperwork in a timely manner.

- Write goal and other work-related progress notes.

- Accurately record services/goal training provided as required for billing purposes and/or by State regulations, according to Arc procedures.


Provide services that meet the needs of persons served and conform to their Individualized Support Plan.
Assure that services are provided in a clean, healthy and safe environment.
Display proper demeanor and actions at the worksite in order to act as a role model to the employee.

Maintain appropriate public relations and positively represent Arc in the community.

Conduct vehicle pre- and post-trip checks to ensure safety of vehicle and that it is in good repair; report 

concerns to Vehicle Maintenance Person.

ESSENTIAL GENERAL DUTIES:

Continually monitor the safety of the program environment and immediately report concerns to supervisor; instruct persons served in appropriate safety habits.
Participate in and assist persons served during emergency drills and medical situations. 


- Provide CPR/AED/first aid as needed.

Practice Universal Precautions and Infection Control at all times.

Protect the rights of persons served according to agency and State regulations and ensure that individuals

have the ability to exercise those rights.
Protect persons served from any act of abuse, neglect, exploitation, fraud or mistreatment.
Follow agency and State guidelines for reporting accidents/incidents.
Recommend a case conference when issues arise regarding persons served which require Individual Support Team intervention.
Recommendations to the Community Employment Coordinator other services that a person served

might request and/or need.
Meet or exceed the minimum standard criteria in all categories of the Job Performance Evaluation.
Maintain confidentiality of persons served at all times; follow agency and Federal HIPAA requirements.
Submit requests to supervisor for needed items and equipment.
Know and follow all State, Medicaid and agency policies and procedures.
Adhere to assigned work schedule.
Perform appropriately and effectively in crises and/or when under pressure.
Attend staff training sessions and continue to upgrade skills by personal study of developments in the field. 
Regularly provide persons served with opportunities for personal choice.
Maintain appropriate public relations and positively represent Arc in the community.

OTHER DUTIES:

Perform other duties as assigned.

SPECIAL DEMANDS:

Must be available to work a flexible schedule if needed in order to meet the employment needs of the 
participant.
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