Job Description

[bookmark: _GoBack]Position Title	Career Renewal Lead Councelor	2016.109
Department	Social Services
Compensation	DOE


Summary of Duties and Responsibilities
The Career Renewal Program (CRP) is an American Indian Vocational Rehabilitation Service funded by the U.S. Department of Education based on the Coeur d’Alene Tribes individual funded plan.  The CRP program is an employment and training service specifically designed to assist clients with disabilities.
Provides implementation of client employment objectives, maintain supportive services within grant guidelines.
Conducts customer follow-up on attendance and academic performance.
Initiates and follows through departmental actions relating to disabilities.
Completes intake and assessments and processing of individuals based upon their needs and informed choice for barriers caused by their individual disabilities.
Maintain records of services provided.
Provides program reports monthly, quarterly, and /or annual reports as required by the Manager.
Other duties as assigned by the Division Manger to promote the efficiency and effectiveness of the Career Renewal Program and Social Services Department.
Must be familiar with data base system to track client’s progress and complete reports.
Will monitor and train entry level VR Counselor in the VR Process to assist clients in becoming successfully employed.
Desired Qualifications
Master’s degree in counseling, Rehabilitation, Psychology or equivalent and at least 5 years’ experience as a Vocational Rehabilitation Counselor
Proven success in developing and implementing Vocational Rehabilitation Program Plans, grant guidelines and federal laws and regulations
Demonstrated ability to use work processing and database software on a computer at an “advanced” level
Demonstrated excellent interpersonal and communication skills (orally and in writing).
Demonstrated excellent attendance record in prior positions
Ability and aptitude to work consistently in a professional, ethical manner with overall teamwork in mind with the highest of integrity
Ability and willingness to maintain absolute confidentiality of sensitive information.
Ability and willingness to develop an excellent attendance record.
Encouraging sobriety from alcohol and drugs for the past three years.  Must not have misdemeanor/felony offenses related to controlled substance of alcohol or drugs within the past ten years, or any misdemeanor or felony offenses related to abuse, neglect, or endangerment of a child or elder
Must not have been convicted of a felony or terminated from a job involving dishonesty within the past five years
Must not be in default on any U.S. Department of Education guaranteed or non-guaranteed student loans
Minimum Qualifications
Bachelor of Arts or Science degree in a related field such as Psychology, Rehabilitation or Counseling, or other field that can be applied to counseling or job development
At least two years’ experience in Tribal Vocational Rehabilitation as a counselor
Familiarity with Data Bases and Data Entry
Maintain a valid driver’s license and MUST be tribally insurable
Ability and aptitude to work consistently in a professional, ethical manner with overall teamwork in mind with the highest of integrity
Ability and willingness to maintain absolute confidentiality of sensitive information
Must not have been convicted of a felony involving dishonesty within the past 5 years
Must not have misdemeanor/felony offenses related to controlled substance of alcohol or drugs within the past ten (10) years, or any misdemeanor or felony offenses related to abuse, neglect, or endangerment of a child or elder
Sobriety from alcohol and drugs and/or addictions for the past three (3) years
Must pass extensive FBI background check prior to employment
Must not be in default on any U.S. Department of Education guaranteed or non-guaranteed student loans
An applicant may be asked to participate in an interview to establish whether he/she meets the minimum qualifications. Interviews do not create a right to employment and provide no promise or guarantee of employment 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 and resume no later than 4:00 pm on the closing date to: Human Resources Department, P.O. Box 408, Plummer, ID 83851. For more information, visit our website at www.cdatribe-nsn.gov  or call 208-686-4068.
Sign below stating you have read the above job description and fully understand the qualifications, duties and responsibilities required of this position. Return this job description with the application and your resume.
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