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Job Description

JOB TITLE: Employment Services Instructor 
PROJECT: 

N/A




EXEMPT (Y/N): 
N

SUPERVISOR: 
Work Readiness Manager

WORK STATUS: FT 
DEPARTMENT:
Rehabilitation


EFFECTIVE: 12/14/2023
SCHEDULE: 
2 Full-Time. Hours flexible and dependent on team need. 
SUMMARY:
Valley Center for the Blind is seeking an excellent listener and advocate who understands and believes in the full potential of people who are blind or have low vision. The Employment Services Instructor will oversee client goal planning and service provision to ensure that every client receives excellent services and support. Must have some experience in social work/case management, knowledge of blindness skills and services, and an ability to work collaboratively with a team to overcome barriers from vision loss. 
Subscribes to and promotes Valley Center for the Blind’s mission, vision, and values. Functions as an active Employment Services Team member to achieve organization and department goals.
Core competencies needed to be successful in this job include providing excellent coaching through positive problem solving and professional communication. Additional core competencies include active listening, proactive and organized documentation, advocacy, excellent follow through, dealing with ambiguity, compassion, composure, client focus, strong written and verbal communication skills, attention to detail, ethics and values, self-development, and learning from experience. 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
1. Serve as an active and involved participant of the VCB Work Readiness Team. 
2. Maintain quality service and support assurance through communication with the clients, the instructors, Case Managers and the Work Readiness Manager.
3. Maintain a positive, collaborative, and growth-oriented team culture. 
4. Be responsible for ensuring that all clients have up-to-date information in VCB’s case management system. 
5. Develop a personalized employment plan tailored to meet a client’s needs in conjunction with VCB curriculum.
6. Work with clients to develop employment goals to help ensure success towards financial stability.
7. Responsible for completing assessments of various skill sets to determine the client’s skill level in areas of employment readiness
8. Responsible for providing training in individual and/or group settings, following a set curriculum for job readiness such as, resume building, interviewing skills, benefits counseling, job applications, job search, transportation, advocacy, professional communications, accommodations and more.  
9. Maintain a safe and fun learning environment for all clients to feel comfortable.

10. Maintain thorough, complete, and timely ongoing record keeping of client services; including but not limited to case notes, lesson notes, evaluations, progress reports, and correspondence in the required VCB platform.

11. Attend weekly Employment Services and Work Readiness meetings with Case Managers and other Rehabilitation staff to identify, discuss and solve client barriers and progress. 
12. Be knowledgeable in all VCB Services and promote service use and improvement.  Make recommendations as appropriate for other services as needed.
13. Be responsible for ensuring that each client request is handled in a timely manner. No one should “fall through the cracks.”
14. Oversee the successful relationships between clients and community partners.
15. Supports clients with the new hire onboarding process with VCB and community partners. 
16. Present client issues to the Work Readiness Manager and contribute to ongoing problem solving of such issues while maintaining appropriate confidentiality. 

17. Participate in staffings for clients as directed by the Work Readiness Manager.
18. Will complete reporting as required by the Work Readiness Manager by the designated due date.
19. Must be able to work assigned hours. Various shifts typically include hours during a timeframe of 8:00am to 6:00pm, and five days a week.

20. Must be able to maintain strict confidentiality of sensitive information, following and implementing VCB’s HIPAA guidelines.
21. Possess working knowledge of computers, primarily Microsoft Office applications, web browsing and smart devices. Will make recommendations for assistive technology as needed.
22. Contribute to the overall efficiency and effectiveness of the department and the organization by performing all other duties as assigned.
QUALIFICATIONS:
· Excellent professional interpersonal, oral, and written communication skills

· Must be self-motivating and dependable

· Ability to take initiative, maintain organization, and be flexible

· Excellent computer keyboard, computer basics, and Microsoft Office skills
· Ability to travel unassisted to out of office job sites, meetings, events, or other required destinations
· Help others to feel valued, heard, and empowered and facilitate a productive and low-stress work environment
· Works as part of a team upholding and promoting the VCB Mission and Values

· Demonstrates an understanding of blindness and additional disabilities

· Preferred: Bilingual in Spanish and experience with blind rehabilitation services 
· Must be able to pass a background check
EDUCATION and/or EXPERIENCE:

· Prefer minimum of one year of experience working with people with disabilities.
· CPR Certification and First Aid Training
SALARY RANGE:

· $17 - $18/HR
LANGUAGE SKILLS:

Ability to clearly communicate concepts, processes and methods to enhance learning and skill building. Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations. Ability to write business correspondence, and effectively present information and respond to questions from groups of managers, clients, customers, and the general public. 
REASONING ABILITY:

Ability to define problems, collect data, establish facts, and draw valid conclusions. 

PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. 

While performing the duties of this job, the employee is regularly required to talk or hear. The employee frequently is required to use hands to finger, handle, or feel objects or keyboard and reach with hands and arms. The employee is sometimes required to stand, walk, and sit for extended periods of time during trainings and ability to endure local weather conditions. The employee may lift and/or move up to 35 pounds.  
WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  The noise level in the work environment is usually moderate. 
Work environment may be partially remote but does require on-site in-person meetings at the assigned VCB office. The work environment may be an office setting, meeting location, client’s home, or other locations as necessitated to effectively fulfill the needs of the position. 
SCHEDULE:

This job schedule will be dependent on the requirements of the position and may vary. Typical hours of operation for VCB Directors are M-F between 9am-5pm; however, occasionally staff are required to work different hours if needed due to unique situations.    
COVID-19 CONSIDERATIONS:
VCB is taking every reasonable precaution to keep our team and clients safe. We are committed to ensuring our clients are still progressing towards their goals during this uncertain time. 

