REHABILITATION CONSULTANTS

Job Description

Job Title: Employment Specialist  

Reports to: President
Salary Grade: DOE, Salary


Last Revision Date: Monday, June 13, 2011
SUMMARY

1. Passion for helping individuals with disabilities

2. Lead generation/business development experience- variety of industry experience 

3. Knowledge of Microsoft word, access, typing speed 30+wpm, experience writing reports

4. Proven networking, writing and verbal skills, including professional appearance

5. Excellent presentation, interpersonal & verbal skills. 

6. Experience or interest in working with individuals with disabilities

7. Certified Rehabilitation Counselor, Master level rehab counselor. Comparable education is Bachelor with 5 yrs direct experience doing job placement for people with disabilities.
Schedule: 8:30-5pm daily. Some flex scheduling depending on when clients work.  Sometimes visits need to be made to worksites on varying business hours. Telecommuting available. 

CONDITIONS OF EMPLOYMENT

1. Must pass DHS criminal background check & a drug screen.

2. Must possess a drivers’ license, a good driving record & proper insurance and have access to a working vehicle.

3. Flexible hours calling, scheduling and attending meetings with employers in the greater metropolitan area.

DUTIES
1. Assist in the process of job placement for individuals with disabilities to be placed in work sites that fit their ability and interest. 

2. Generate and manage job leads-via cold calling, employer visits, networking, understanding needs of employers.

3. Document all work performed in progress notes via Microsoft word, onenote and hand written documentation.
4. Develop relationships with employers to establish employment opportunities

5. Assess client skills on a job site. Teach skills on site when necessary.

6. Use research tools, make direct company contacts who are responsible for hiring process. 

7. Use a sales prospecting approach to call on hiring managers to learn more about the job lead. Conduct needs analysis to gather pertinent information about lead
8. Cold calling, gathering sales intelligence, handling objections, appointment setting, driving to appts in person to conduct needs analysis or to introduce a potential client.
9. Proven networking, writing and verbal skills, including professional appearance.
COMPENSATION & BENEFITS 

1. Salary plus bonus based on placement outcomes

2. Mileage reimbursement of $.45 per mile.  Expense reimbursement for costs associated with work, i.e. (parking, use of personal cell phone).

3. After 90 days of employment medical, dental, vision, prescription (company pays employee portion). 
4. Week vacation available at one year. 
5. 5 day sick leave accrual from anniversary date.
6. six paid holidays
CREDENTIALS REQUIRED
1. Hold a current Certificate as a Rehabilitation Counselor (CRC) and a minimum of one year supervised experience in providing Job Preparation, Job Development, or Successful Rehabilitation services OR 

2. A Masters Degree in Rehabilitation Counseling or closely related field and one year full time or three years part-time supervised experience in providing Job Preparation, Job Development, or Successful Rehabilitation services OR

3. A Bachelor Degree in any field and a minimum of two years supervised experience in providing Job Development services to Participants with developmental disabilities OR
4. An Associates Degree and three years of supervised experience OR
5. Six years supervised experience in providing services to individuals with disabilities.
WORKING CONDITIONS

Working conditions are normal for an office environment. Some travel required taking clients or meeting clients at interviews. Visiting job site or attending appointments out of the office. Average monthly travel is 250 miles.
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