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Job Title: 
Department:
Reports to: 

	
Employment Practitioner
Employment Services
Operations Manager



	
Job Purpose

	



Provide employment services to assist and support clients in finding and maintaining employment in the community.

	
Major Accountabilities




The Employment Practitioner is part of the team responsible for overseeing present and future clients of employment services with recognition of wrap-around programming and person-directed planning. Duties of the Employment Practitioner including but not limited to, can be summarized as follows:

Leadership:

· Provide leadership by coaching, mentoring and communicating with clients and their families; provide information to support their ability to meet their employment needs effectively
· Close collaboration and leadership within Employment Services and the Employment Supports Worker.
· Liaise with clients, Inclusions East staff and external agencies, partners and businesses while providing exceptional client service by demonstrating a professional attitude with all stakeholders
· Ensure honest, open, timely and accurate communication always and ensure all team members are kept up to date with relevant information


Key Responsibilities:

· To consult with significant others and develop a RTWAP plan for clients.  Plans will focus on needs for employment and inclusion in the community.
· To meet and assess employment needs and barriers of clients whether on-site or outreach including an understanding and working knowledge of employability dimensions.
· To assist clients to find and secure employment/involvement with Employers by providing follow-up co-ordination, monitoring and support.  This may include providing short-term job coaching in various sectors of employment                                       

                                                              
· To provide on-site support to clients including needs assessments.  Specific duties will vary but may include computer support, assistance in gaining skills, deliveries, etc.
· Develop key working relationships with School, Employers and Community
· Attend and support transition meetings, IEP, AAS Program meetings when required, etc.  Working closely with other professionals to gain insight for new client needs.  Accountable to seek information if absent.
· Create and maintain policies for Employment Services
· Collaboration with Inclusions East program staff to develop training and/or assessments for Clients within our training programs.
· Oversee staffing and training for retail outlet.
· Case Management requires regular connection with participants ensuring those on active job search interventions are registered as a job seeker with WorkPEI.  
· Case management may require referrals to other services to ensure smooth transitions between service delivery systems
· To be knowledgeable and efficient in documentation requirements including OCSM daily. Also to ensure participants on caseload regularly
· To maintain positive, supportive and professional communication with co-workers, families, other professionals and community
· Planning and delivery of individual and group sessions focusing on employment and life skills and or guest speakers or employment tours with relevant purpose
· To ensure the work environment is safe, clean, and orderly




	
Key Performance Indicators 




· OCSM indicators
· Feedback from colleagues and community
· Communication of services and interactions
· Evaluation of performance


	


Job Dimensions




	
Number of Associates:

	
25-50

	
Impact on the organization:	
	
Efficient performance allows for the meeting of internal and external objectives of Clients/Staff/Board expectations. Failure to meet these expectations can lead to a breakdown of communication of all stake holders.


	
Education:

	
Required:
· Human Services Diploma and/or Degree with Disability Specialization and/or specific Employment Dimension course work
· Proven ability in Microsoft Office Suite, information management systems


	
Experience:        

	
Preference:
· Previous experience considered a definite asset
· Knowledge of non-profit entities/programs and of the community and applicable contacts and resources are definite assets


	Competencies:
	· Strong abilities to solve problems and conflict resolution.  
· Professional/ articulate communication – verbal, written, listening, two-way feedback
· Self-motivated and directed
· Able to work independently or as part of a multi-service team
· Able to demonstrate effective time management 
· Able to formulate procedures and monitor outcomes and function effectively in an ambiguous or chaotic situation
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