OCCUPATIONAL DEVELOPMENT CENTER, INC.

JOB DESCRIPTION

Job Title:
    Program Specialist                                                  Approved by:   ________________
Salary Range:       Unclassified




         Date:          ________________

Supervised By:      Division Coordinator or Program Compliance Coordinator
Supervises:
     All Program staff
Personnel Classification:
Leadership Team, Level 5
GENERAL DESCRIPTION

The Program Specialist is responsible for the initial intake of all referrals to the ODC’s programs.  This includes working with other agency staff to assist in proper intake management.  The Program Specialist will help in designing the proper vocational program, whether within the ODC division or community based.  The Program Specialist is also responsible for overseeing the placement of individuals, both from the ODC and affiliated agencies into competitive employment and/or supported employment positions in the business community.  This position is responsible for networking and promoting ODC services with other agencies.
KNOWLEDGE & EXPERIENCE

Bachelor’s degree in human services, human relations or related field. Two (2) years of experience may be substituted for each year of formal education.  Should possess a good understanding of vocational disabling conditions relative to mental retardation, mental illness, physical disabilities and social adjustment problems.  Experience in establishing and maintaining relationships with referral agencies and community-based organizations would be beneficial.  An understanding of the vocational rehabilitation process would be extremely helpful.
SKILLS & ABILITIES

Excellent verbal, written communication, problem-solving and organizational skills.  Must possess leadership skills to supervise and work closely with other Team Members in a team effort. Ability and desire to work independently with a cross section of both business and social service professionals; ability to perform job analysis and have a working knowledge of behavior modification techniques.

OTHER QUALIFICATIONS

Must possess or be willing to obtain a current CPR and First Aid Certificates.  Employment will be contingent on successful completion of a Department of Human Services Background Study.
COMMENTS

Must accept and actively support the Mission and Vision of ODC and adhere to the professional Code of Ethics by; demonstrating sensitivity, respect and an understanding of the special needs of individuals with disabilities; embracing the cultural diversity of experiences and knowledge among the people we work with; serving as a positive role model in dress, speech and behavior; maintaining consumer confidentiality; and, complying with policies and standards set-forth.

Job descriptions are considered to be classification and recruiting tools and are not intended to limit the assignment of work.
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SPECIFIC DUTIES AND RESPONSIBILITIES

1. Develop and maintain a professional working relationship with business partners, human services, schools and other pertinent entities and individuals throughout the community and surrounding areas.
2. Coordinate the intake of new referrals to the division by assembling referral information, complete background study, set-up appropriate staffings and tours, familiarize staff with the referral, etc.

3. Implement the procedures of the transition programs of Employment Planning Services (EPS) and Placement.  Monitor the progress of each participant, write the appropriate reports, and submit the results to the team for review and input.  

4. Monitor Program Plans for individuals in Center Based Employment, Community Employment and Supported Employment.  Provide vocational direction for consumers and make recommendations to staff in regards to daily programming for all consumers.

5. Collaboratively with the Division Coordinator or Program Compliance Coordinator, hire, guide, train, supervise, and review progress of staff in the division.

6. Collaboratively with the Division Coordinator or Program Compliance Coordinator, prepare and monitor the annual budget and service contracts for the division.

7. Implement and monitor the policies, procedures, forms, reports, and documents to ensure compliance with the Company’s certifications such as CARF, Wage & Hour, Department of Human Services and Vocational Rehabilitation Services.

8. Identify, propose and, in some cases, provide in-service training needs for the division staff.  Serve as the division’s Direct Course web-based training administrator and assign training courses as required.
9. Establish and maintain harmonious relationships with community leaders, media outlets and the collective public.
10. Assist the Division Coordinator and/or Program Compliance Coordinators in developing and implementing new programs as needed.

11. Participate in the Safety Program by establishing safety procedures and evacuation plans (fire, tornado, etc.); assure semi-monthly safety meetings are conducted by floor supervisors; enforcing safety rules; developing safety awareness on the floor; reporting of unsafe conditions for remedies; and reporting all injuries in a timely manner. 

12. Perform other duties as assigned and as changing conditions require and new opportunities arise.
I have reviewed these job requirements and verify that I can perform all essential functions of this position.

________________________   
_
_________________

          ______/_____/_____

Signature








          Date
