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	                  JOB DESCRIPTION



Job Title:

Employment Specialist 



Supervisor (title):
Area Manager
Exempt/Non-ex:
Non-Exempt

Department:

Refugee Resettlement Services
Prepared by/Date: Courtney McCurdy 2/18/2015
                 Approved by/Date: Bedrija Jazic 2/19/2015
Summary: (A brief description that summarizes the overall purpose and objectives of the position, the results the worker is expected to accomplish and the degree of freedom to act.)
The Employment Specialist provides a range of employment/job development and employability case management services. The Employment Specialist objective is to help clients overcome obstacles that would lead them to gainful employment, self sufficiency, and independence. The Employment Specialist will assist Vocational Training Specialist to asses, identify and assist to enroll clients into vocational training programs. 

Parameters of service provision are spelled out in detail by our funders. Documentation demands are both rigorous and extensive.
Essential Functions: (The tasks, duties, and responsibilities of the position that are most important to get the job done.  The responsibilities should be listed in the order of importance, with the highest priority functions first.)

1. Follow all Lutheran Services Carolinas policies and procedures.

2. Provide professional, confidential, culturally- and socio-economically-sensitive employment services to clients. These services can include skills assessment, resume building, job development, interview coaching, networking with area employer and employment orientation

3. Provide case management services that assist clients in obtaining gainful employment. These services can include transportation and bus orientation to interviews, liaison with interpreters, cultural orientation, and addressing other employment barriers such as health care, child care, ESL and other

4. Assist in identifying, assessing and enrolling clients into vocational training programs.

5. Document and report according to contractual requirements and in accordance with HIPAA guidelines.

6. Prioritize tasks to guarantee proper case documentation and to ensure that the employment needs of our most vulnerable clients are addressed.

7. Build and maintain effective working relationships with clients, colleagues, employers, co-sponsors and volunteers, local agencies and organizations, and funders.

8. Design and conduct job development workshops as needed.

9. Assume other duties as assigned by supervisor.
Supervisory Responsibilities, if any:

(The scope of the person’s authority, including the positions that report to the incumbent.)

Working Conditions (please complete the information listed below):

__X__
Usual office conditions.

_____
Usual office conditions with occasional exposure to some *undesirable elements.

_____
Frequent exposure to *undesirable elements.

*List the undesirable elements with the percent of the work day exposed to the elements.

1.









%

2.









%

3.









%

Physical Effort (please complete the information listed below):

The job duties require lifting of moving moderate to heavy materials as a regular part of the job:  _____ No
_X___ *Yes

*List the activity requiring physical effort, the weight or effort required (in pounds) and the percent of the work day spent in actual, hands-on movement of the weight:

Activity





Weight of Materials
% of day

1.When Necessary, will assist with moving donations including large furniture items.
2.

3.

Minimum Job Requirements:

a. Bachelors degree or four years equivalent education and experience in human services field

b. Computer literate

c. Cross-cultural experience

d. Valid NC or SC driver’s license

e. Minimum age 21 years

f. Proficient reading, writing, and speaking skills in the English language

Specific skills/abilities: 1) Proficient reading, writing and speaking skills in the English language. 2) Computer literate.  3) Awareness and sensitivity to the service population’s cultural and socio-economic characteristics is required.

Specialized knowledge, licenses, etc.: Valid NC or SC driver’s license
Success factors:

Personal characteristics that contribute to an individual’s ability to excel on the job.

· Sensitivity to cultural and socioeconomic differences

· Willingness to comply with extensive and rigorous documentation demands 

· Compassion
· Discretion

· Flexibility

· Attention to detail

· Insight into human behavior and motivations

· Ability to calmly balance competing demands
· Experience living in a developing country
· Bilingual-Preferably in Swahili and other languages of persons of Democratic Republic 
Transportation of client(s) in  personal vehicle may be required

This job description is not an employment contract.  Lutheran Services Carolinas reserves the right to alter the job description at any time without notice.

_________________________                                               _____________________________

Employee Signature





 Date
_________________________                                               _____________________________

Supervisor Signature





Date
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