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NEW HORIZONS REHABILITATION SERVICES, INC.

POSITION DESCRIPTION
POSITION TITLE 

Job Coach 







EMPLOYEE:











PROVIDER NUMBER:


EMPLOYEE NUMBER:




CLASSIFICATION:
Non-Exempt

REPORTS TO: Emp. Services Manager


LOCATION: 
As assigned


DEPARTMENT:
Rehabilitation



Position Summary: 
Provide direct on-site training and transportation to consumers employed in the community to ensure job retention.  Act as liaison with employers and staff members educating as needed.

Essential Duties/Major Responsibilities:
1. Read all pertinent data on assigned cases, noting the type of disability, recommendations and special needs.  Contact the Employment Specialist, Employment Services Manager or referral source for clarification when necessary.

2.
Provide intensive training for assigned individuals employed in the community.

3.
Act as liaison with site employers to resolve job-related problems.

4. Provide all necessary documentation on trainee progress.  This includes writing a narrative upon completion of services for each consumer.

5. Provide support and encouragement to new employees to assist in the transition to employment.

6. Maintain a positive work atmosphere by behaving and communicating in a manner that is conductive to good relationships with customers, consumers, co-workers and supervisors.

7. Able and willing to travel over a wide geographic areas.
8. Able and willing to work evenings, weekends and holidays, as needed.
9. Must be legally licensed with reliable transportation at all times with proper vehicle registration and insurance.

10. Must uphold stated agency rules, regulations and policies, including confidentiality of consumer information.

11. Abide by HIPAA regulations of confidentiality as outlined in the Personnel and Agency manuals.

11. Uphold Michigan’s Department of Community Health codes and regulations concerning the rights and care of consumers served.

Secondary Duties:

1. Maintain a positive work atmosphere by behaving and communicating in a manner that is conductive to good relationships between customers, consumers, co-workers and supervisors.

2. May be asked to provide transportation for the consumer to and from the job site 


and/or pre-employment physicals.

3. Educate employers and staff in the acceptance of individuals with disabilities.

4. Attend staff, branch, and placement staffing as assigned.

5. Perform additional duties as assigned.
Management/Supervisory/Lead Responsibilities/Equipment:

· Any trainees assigned;

· Agency equipment assigned (including calculators), leased or owned;

· Any Customer materials or training materials assigned;

· Must adhere to the principles of confidentiality as described in our agency policies.

Education and Experience:

· High School diploma or equivalent;
· Work experience with a disabled population; 

· Industrial experience desirable.

Ability to:
· Operate computers, printers, copiers, and any other equipment commonly utilized for rehabilitation;

· Communicate effectively, verbally and in writing;

· Recognize and set priorities, and to plan, coordinate and organize own work;

· Communicate effectively with a diverse population;

· Relate to consumers with respect and dignity;
· Establish and develop a “team approach” to services and support necessary to enhance quality rehabilitation services to consumers served;
· Supply transportation for consumers.
Skilled in:

· Reading, writing, speaking and understanding the English language;
· Working effectively, in daily activities as well as addressing problems and unique situations;
· Using independent judgment and making good decisions when resolving problems relating to employees and consumers;
· Problem analysis and resolution. 
Physical Elements:

· Lifting and carrying 50 pounds;

· Frequent bending, kneeling, and reaching;

· Ability to use hands; 

· Standing for long periods of time;

· Acceptable hearing;

· Speaking ability;

· Corrected vision acceptable for driving and quality inspection.
Technical, Vocational or Academic Elements:

· Organizing and coordinating schedules;

· Analyzing and interpreting data;

· Problem-solving/conflict resolution;

· Communicating with the consumers, staff, and funding sources;

· Increase information through seminars, workshops or job related courses;
· Knowledge of local job market;
· Good organizational and communication skills, familiarity with laws governing employment and discrimination.

Approvals:
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January 11, 2010

Stan A. Gramke, President/CEO
Date

Employee Signature

Date

	Employee signature to be obtained after approval from Compensation and Benefits. The employee’s signature acknowledges the employee has reviewed and understands his/her position description.
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