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Job Description

Position Title: 		 	Career Renewal Program (CRP) Counselor
Departmental Supervisor:	Career Renewal Manager, Coeur d’Alene Tribal Social Services
Compensation Range:	 	DOE/DOQ (full time with benefits beginning October 1, 2014)
Funding:			Federal DOE Grant currently funded through 9/30/15                              

The Coeur d’Alene Tribal Career Renewal Program (CRP) encompasses interviewing, assessing, placement, follow-up, implementation, maintenance, and monitoring of the CRP Client Individual Plan for Employment (IPE) in accordance with the goals and objectives as determined and established by the CRP client through informed choice. The Career Renewal Program is a vocational rehabilitation program that focuses on empowering enrolled tribal members of a federally recognized tribe(who reside on/or within 50 miles of the CDA reservation) who are disabled with  a goal of achieving a greater quality of life by obtaining and maintaining employment. 

Summary of Duties and Responsibilities:
· Provides, implements, and maintains supportive services for CRP Clients.
· Conducts consumer/client follow-up on attendance and academic performance.
· Initiates and follows through with vocational rehabilitation program relating to disabilities.
· Completes intakes and processing of individuals based upon their needs and eligibility in conjunction with program eligibility and documents each step of the eligibility process.
· Maintains records of services provided. Must be able to grasp the DataOps system for maintaining client records.
· Provides program reports monthly, quarterly, and /or annual reports as required by the granting agency.
· Other duties as assigned by the CRP Manager to promote the efficiency and effectiveness of the Career Renewal Program and Social Services Department.

Desired Qualifications:

· Bachelors Degree in Rehabilitative Counseling or closely allied field.
· Two or more years experience working in a vocational rehabilitation program.


Minimum Qualifications:
	
· Associates degree in counseling, rehabilitation counseling, chemical dependency, or closely related field.
· One year of recent, within the last 12-24 months, experience working in vocational rehabilitation and/or closely related social services field.
· Proven success in developing and implementing program goals for client based programs.
· Demonstrated ability to use work processing and database software at an “intermediate” level. Must be computer literate and able to adjust to ongoing program changes.
· Demonstrated excellent interpersonal and communication skills, both written and oral.
· Demonstrated excellent attendance record and work ethic in prior positions( prompt, dependable, dedicated, reliable)
· Demonstrated ability to write reports, case notes, correspondence with proper grammar and punctuation.
· Demonstrated ability to work with different levels of supervision.
· Demonstrated ability, aptitude, and willingness to work consistently in a professional manner and as part of a team.
· Demonstrated ability and willingness to maintain absolute confidentiality of sensitive information.
· Demonstrated ability and understanding of workforce diversity, cultural sensitivity, and knowledge of tribal people in the education, vocational rehabilitation, employment, social services, or related field.
· If in recovery, demonstrated sobriety from alcohol and drugs for the past three years. 
· Must not have felony convictions related to controlled substance (alcohol/drugs) within the past five years.
· Must not have been convicted of a felony involving dishonesty within the past five years.
· Must not have any misdemeanor or felony offenses related to abuse, neglect, or endangerment of a child or elder.
· Must have a valid driver’s license and be tribally insurable at the time of application and throughout the   employment period.
· Must be willing to travel for training and must be willing to advance individual learning skills with training opportunities, which may also include online training opportunities.
· [bookmark: _GoBack]Must be able to pass a background check and submit to an FBI fingerprint check.
· Must be flexible and willing to adjust to other duties as they may develop while working in the social services field.

An applicant may be asked to participate in an interview to establish whether he/she meets minimum qualifications. Interviews do not create a right to employment and provide no promise or other guarantee of any employment position with the Tribe. 

The Coeur d’Alene Tribe reserves the right to hire according to its Indian Preference Policy.
Applicants are subject to a pre-employment drug test and at-random testing following employment.
Positions with the Coeur d’Alene Tribe are subject to a 6-month orientation period.

To apply, submit a Tribal application, resume, and copy of degree to: Human Resources Department, P.O. Box 408, Plummer Idaho 83851 or fax to 208/686-6216. A resume in lieu of an application is not sufficient. For more information, visit our website at http://www.cdatribe.com/Departments/HumanResources.aspx or call 208/686-4068.




I have read the above job description and fully understand the qualifications, duties and responsibilities required of this position.

_______________________________				______________________________
Applicant Signature						Date
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