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EMPLOYMENT COORDINATOR (FULL-TIME)
Job Purpose

The Els for Autism Employment Coordinator will work with Adult Services Manager to develop, plan, implement, and assess employment programs for transition aged-youth and adults with developmental disabilities.  Employment Coordinator will assess the supports in place or needed that enable participants to increase independent living, communication and pre-vocational skills in preparation for paid employment, and work with families to developing systems of referral, family support, and direct support services. Employment Coordinator will oversee employment skills training, assessment, and placement into community employment.  Employment training may take place at The Els Center of Excellence or in community-based settings.
Employment Coordinator Responsibilities
Vocational Rehabilitation 
· Meet with Vocational Rehabilitation counselors to disseminate Els for Autism program information

· Provide training and technical assistance for participants applying for Vocational Rehabilitation services; attend VR orientations and meetings as needed
· Oversee all client referrals, intakes, and reporting via the REBA Vocational Rehabilitation portal for Supported Employment, Employment Services, and Pre-placement Training

· Collaborate with Vocational Rehabilitation staff to ensure timely and quality service delivery

· Oversee the submission of weekly progress notes and monthly progress reports for all Vocational Rehabilitation clients

· Assist Adult Services Assistant Manager in tracking benchmark payments and invoices
· Complete and upload benchmark documents (NOAs) as required by deadlines set forth by Vocational Rehabilitation 

· Assist Adult Services Assistant Manager in oversight of job coaching assignments and support schedules for all program graduates in paid employment (i.e. job interviews, new employee orientations, and follow-along support); substitute as a Job Coach, if needed.
· Conduct and document quarterly employment update meetings with program graduates and families onto employment tracking sheet

· Train and support job coaches in learning and utilizing terminology and benchmarks within the Vocational Rehabilitation system

Work Experience Program 

· Assist with the instruction of Job Club, if needed
· Substitute as a Job Coach in the Work Experience Program, if needed

· Assist Adult Services Assistant Manager with the completion of employment portfolios (resume, letter of recommendation, cover letter, video resume, and photos of participants working)
· Meet with program participant and family to complete three employment assessments within the program term

Planning & Assessment
· Field calls from families interested in Adult Services and Programs

· Conduct intake meetings with Work Experience Program applicants and their family to explain program outcome goals, complete an employment and case management assessments, and assess the potential for future programming

· Assist Adult Services department in developing systems of referral, family support, and direct support services

· Perform document reviews, using both formal and informal assessments in order to develop an individualized career plan (ICP) for each participant
· Based on document reviews, participate in making program recommendations
· Participate in situational assessments, program orientations, and end of program banquets

· Conduct an environmental assessment of worksite and assist job coaches in the development of visual supports for participants

· Communicate all employment information (wages, schedule, job title, job location) to Adult Services Assistant Manager and include employment information in VR placement report
· Use Central Reach to document meetings and progress notes for clients

· Assist Adult Services Assistant Manager in disseminating surveys to VR participants, their families, and community employers 

Collaboration

· Collaborate with community employers to ensure program fidelity 
· Serve as a liaison between participants, their families, Els for Autism staff, and employers
· Collaborate with local businesses to identify community employment opportunities for program graduates

· Oversee the implementation of generating employment leads and follow-up

· Collaborate with Assist Adult Services Assistant Manager to assign client caseloads to job coaches
· Collaborate with service providers and community agencies to develop a referral network and assist participant and their families in applying for or accessing services

· Attend local resource fairs and trainings, as assigned

· Attend local and statewide conferences, as assigned

· Attend all staff meetings, as assigned
Professional Development

· Complete adobe E-team new staff webinar series, as assigned by Adult Services Manager
· Complete training required/offered by Vocational Rehabilitation as a Supported Employment provider

· Complete additional trainings, as necessary
Professionalism

· Wear comfortable business casual attire, adhering to uniform requirements set forth by the worksite, and wear Els for Autism name badge throughout work shift
· Use Outlook Els for Autism Calendar to record all meetings and appointments
· Remain actively engaged supporting participants directly, modeling appropriate work skills, and collaborating with worksite employees and job coaches
· Adhere to strict attendance expectations, as directed by Adults Services Manager
· Oversee and maintain accurate, timely, and organized client notes, data, and reports
· Adhere to HIPAA standards while collecting, storing, and sharing electronic personal health information

· Display a high standard of integrity and conduct while serving as a representative and ambassador for the Els for Autism, its mission, and the vision of the Els family
Qualifications

Required

· Bachelor’s Degree in Education, Rehabilitation, Social Work or related field
· Minimum 2 years of experience teaching/coaching/supporting individuals with developmental disabilities


Preferred
· Experience teaching/coaching/supporting adults with developmental disabilities
· Experience teaching job skills in community-based settings
· Experience securing paid employment opportunities for adults with developmental disabilities
· Experience writing Individualized Career Plans, Individualized Education Plans, or Support Plans for adults

· Experience administering evaluations within an employment setting
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