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WORK OPPORTUNITY IN RURAL COMMUNITIES

148 Owen Rd Monona, WI 53716 (608-221-2102)

worcinc@hotmail.com

JOB DESCRIPTION FOR WORK COUNSELOR

The work counselor position is responsible for BOTH the WORK COUNSELOR AND JOB TRAINIER duties, responsibilities and requirements listed below.

WORK COUNSELOR
Function:  Under direct supervision of Program Coordinator to perform duties involving direct service/support for clients, job development and placement, coordination of task training for clients and Teammates, transition from school to work, and coordination of transportation.  Facilitate Team effort with Job Trainers. 

Characteristic duties and responsibilities:

1. Support the principles and values of the W.O.R.C. mission statement.

2. Provide direct support and/or transportation to clients in a safe, respectful, engaging and positive way.

3. Facilitate training efforts with Team, write and maintain job/task analyses to be kept in client file (and client work site when appropriate), teach job skills to clients and staff in a systematic way.  Review client supports regularly with Team for consistency standards.

4. Maintain confidentiality; keep consent for sharing information/release forms updated.

5. Maintain written records such as progress reports, communication logs, DVR reports, quarterly reports, semi-annual reports, information forms, bloodborne pathogen exposure prevention plans, tornado/inclement weather plans, client self supervision plans, annual plans (in conjunction with brokers, or independently), keep maps updated, facilitate PASS/IRWE when appropriate, check weekly schedules for inclusion, etc.  Information in client files will be reviewed bi-monthly, and work place information forms will be updated as necessary.

6. Advocate for clients; ascertain that clients on case load are meeting employment and community access goals, (re)develop new job, add/change responsibilities, request evaluation/wage increase from employers, communicate client schedule issues with employers, make arrangements for holidays and vacations, etc.  

7. Serve as liaison with employers, clients, families, brokers, and other community members.  

8. Coordinate transportation arrangements.

9. Develop adaptive materials to assist clients in independence, motivational or behavioral programs/rewards, investigating adaptations requiring higher technology when appropriate. 

10. Inform consumer of recreational and social opportunities, provide consultation to clients regarding non-work issues, send birthday and other appropriate holiday cards to clients on case load.  

11. Notify Program Coordinator of changes in transportation, wages, and hours for clients in case load.

12. Notify Program Coordinator of changes in client work schedule (including client vacations), support needs or transportation issues.

13. Work cooperatively with clients, client’s families, supervisor, coworkers, and members of the community (including brokers, county case managers, and residential staff).  Arrange for a substitute work counselor when taking time off.

14. Participate in interviewing candidates for employment and in the selection process.  

15. Report any suspected or obvious abuse and/or neglect towards clients to agency Fact Finder.

16.  Participate in work groups and team activities

17.  Follow job description of job trainer.

18.  Other tasks as deemed necessary.

Minimum acceptable WORK COUNSELOR qualifications: 

Good oral and written skills in English, bachelor degree in rehabilitation counseling, psychology, special education, social work or 2-4 years related experience, or 1 year job trainer experience at W.O.R.C.  This is a non-exempt work status position.  Work Counselors must work 32 hours over a minimum of 4 days in a work week.  

JOB TRAINER 

Function:  Participate in work effort with Work Counselor, under the direct supervision of the Program Coordinator to perform duties involving training, supervision and transportation of clients.

Characteristic duties and responsibilities:

1. Support the principles and values of the W.O.R.C. mission statement.  

2. Provide direct support, supervision and/or transportation to clients in a safe, respectful, engaging and positive way. 

3. Provide consistent support to clients, staying current regarding clients, their jobs, home and health situation, and transportation needs; follow written plans of support, and follow through with Team decisions.  

4. Participate in Team meetings.  Attend All-Staff meetings and agency-wide inservices.

5. Teach appropriate social skills to promote integration in work and other settings.

6. Provide personal care to clients when necessary and appropriate, using proper and respectful techniques.

7. Suggest and/or develop adaptations when needed in work and other settings.

8. Promote use of augmentative communication in work and other social settings.

9. Show flexibility; be prepared for any immediate change in the schedule, use good judgment in every day situations and in emergencies.

10. Follow written schedule.

11. Contact the office at least 2 times per day to receive messages.  Cellular telephones are required within one month of employment.  It is the personal responsibility of the employee to obtain one.  

12. Maintain confidentiality.  

13. Communicate significant events to Work Counselors and the team through communication logs or case notes, participation in Team meetings and All Staff meetings.  

14. Report any suspected or obvious abuse and/or neglect towards clients to agency Fact Finder.   

15. Work cooperatively with supervisor, coworkers, clients, client families and members of the community.

16. Participate in interviewing candidates for employment and in the selection process.

17. Physical and cognitive requirements of this position:  able to maintain a specified level of care for up to 4 clients at any time, able to push clients in wheelchairs with a total weight of 300 pounds in the community, mobility to spend 80% of the work day standing and/or moving about the client’s work place, able to use hands and arms to properly provide direct service, support and training to clients, able to have sufficient mobility perform essential job functions, able to communicate and respond clearly on the telephone, able to see objects closely to read support plans, files, maps and directions, able to drive a car and/or van, able to hear and respond to spoken and/or signed needs, able to deal with combative clients, able to concentrate on detail with frequent interruption, able to follow, complete and remember daily requirements and routines, able to cope with the mental and emotional stress of this position.

18.  Participate in work groups and team activities.

19.  Other tasks as deemed necessary.

Minimum acceptable JOB TRAINER qualifications: 

High school education, ability to maintain good attendance standards, ability to get along with others, positive communication skills, own vehicle with a valid driver's license and insurance.  Good oral skills in English.  This is a non-exempt work status position.

