LORAIN COUNTY DEPT. OF  JOB & FAMILY SERVICES
BARBARA TAMAS, DIRECTOR

42485 NORTH RIDGE ROAD - ELYRIA OH 44035-1057
(440) 323-5726/244-4150 FAX: (440) 323-3422
	JOB NUMBER

24-31
	CLASSIFICATION

Eligibility Referral Specialist 2 

	PAY GRADE AND RATE
28 - $18.76



All resumes or applications must demonstrate how you meet the following requirements. Resumes or applications should be mailed to: Kristin Whiteman, 42485 N. Ridge Rd., Elyria OH  44035.

Please submit resumes or applications by October 11, 2024.  Applications are available on the agency website www.lcdjfs.com.  
BRIEF DESCRIPTION OF JOB:
Under the direct supervision of the unit supervisor, conducts psycho-social employment assessment and provides in-depth, short term counseling with "job ready" recipients. Performs evaluations of clients' potential job functioning; identifies problem areas and obstacles to employment.  Prepares lesson plans and materials needed to conduct applicant Job Search classes and various Career Services Workshops. Facilitates Job Search classes and various Career Services Workshops. Instructs participants on proper completion of employment applications, interviewing techniques, resume' completion, telemarketing, and job retention skills. Instructs on skills and strengths; provides advice and support.  Maintains files on participants.  Prepares case summaries, reports, and routine correspondence.  

Maintains regular contact with clients, periodically appraising progress in their job search activities. Provides referral to appropriate agencies for counseling/treatment when applicable. Refers participants for job interviews when appropriate and conducts follow up sessions. Establish/maintain contact with other public and private sector agencies for work experience sites or education and/or training programs.

Conducts in-dept interviews to assess employability and vocational choices (e.g. identifies barriers; refers to counseling, arranges for testing and supportive services, assigns clients to program components; assists in vocational choices). Responsible for management of electronic and hard copy case files (e.g. develops and updates case history; processes changes, working with site rosters to process attendance; determines good cause for refusal or failure to participate; orchestrates application of and release of sanctions and counsels on consequences; updates employability plans; monitors and evaluates process or lack thereof; updates records; monitors and track attendance; maintains ongoing case dictation).  Performs other related duties as assigned by the Director or designee.      
MINIMUM REQUIREMENTS:
· One year of experience as an Eligibility Referral Specialist 1, 30121

· Or two years’ experience as Unit Support Worker 2, 30112

· Or completion of undergraduate major core coursework in behavioral science, social science or education, one       

course or six months experience in interviewing techniques, and one course or six months experience in typing,

keyboarding, or word processing.

· Or completion of two years of technical education in behavioral science or social science, one course or six 

months experience in interviewing techniques, and one course or six months experience in typing, keyboarding, or word processing.

· Or two courses or one year of experience in behavioral science, social science, or customer service techniques, one course or six months experience in business mathematics, one course or six months experience in business English, one course or six months experience in interviewing techniques, and one course or six months experience in typing, keyboarding, or word processing.

· Or education, training and/or experience in an amount equal to the Minimum Qualifications stated above.

AGENCY QUALIFICATIONS:
· Keyboard Skills


· Ability to Communicate Effectively (Telephone and other customer service skills)


· Ability to Manage Multiple Tasks

· Ability to Collect Data, Establish Facts and Draw Valid Conclusions

· Good Attendance


· Cultural Sensitivity
                        
· Good Interviewing Skills                                                                                                             

· Good Public Relation Skills
                                                                                               



· Ability to Work With a Sense of Urgency to Meet Timeliness Requirements                        
· Dependable Transportation with Appropriate Liability Insurance, and Valid Ohio Driver’s License with a Good  Driving Record

· Notary (or become a notary)
