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DIRECTOR OF DSP&S/ WORKABILITY III



DEFINITION:
Under direction of the Chief Student Services Officer, manages the daily operations of the DSP&S (Disabled Student Programs and Services) and the WorkAbility III program; to provide career counseling and workshops for students; to provide job development and placement for Workability students; to provide auxiliary aids and services; instructional support to disabled students, to prepare and maintain the program budget; and to perform related duties as assigned.

DISTINGUISHING CHARACTERISTICS:
This job is distinguished from CSEA positions by having supervisory responsibility over them, and by the responsibility for program coordination and career counseling/development.

CLASSIFICATION:

· FLSA Non-Exempt

· Classified – CSEA 

· Date Modified: November 2009

ESSENTIAL DUTIES: The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job title.
· Prepares and monitors the budgets for the DSP&S/ WorkAbility III programs; 

· Prepares grant proposals and applications, performs or oversees special budget tracking related to grant requirements;

· Teaches career classes; prepares and conducts special training and workshops for WorkAbility students on career development topics (e.g. resume writing, job search techniques, etc.);

· Plan, organize, develop and coordinate programs and services for DSP&S including recruiting special needs students, developing and implementing curriculum for special classes, scheduling of special classes;

· Maintain current knowledge of expanding technology related to, and provide ongoing coordination and development of DSP&S High Tech Lab;

· Performs individual advising, guidance and career counseling; 

· Administers and interprets career and vocational assessment instruments;

· Works with local employers to develop jobs for students/clients, and coordi​nates their placement; prepares and monitors student/client employment contracts with employers ; establishes student job development goals and creates a plan to meet these goals;

· Develops plans in response to program changes by the Department of Rehabilitation;

· Provides supervision to the program assistant and assigns and reviews work;

· Collects, compiles, summarizes and analyzes program, stu​dent and client statistics; inputs to computer and maintains data bases for data tracking, reporting, communication, and outreach;

· Prepares correspondence and a variety of informational and required reports on program statistics, services, and activities;

· Determines eligibility of students for program services and benefits; provides tuition and book deferments;

· Monitors student/client status, needs and progress; assists with transitions from community to 4 year colleges, or to job settings;

· Counsels, advises and assists students on a variety of school, personal and program-related issues, decisions and processes;

· Identifies appropriate resources and services within the college and community, and assists students/clients by arranging appointments, assisting with applications, discussion with referral agency or individual, and etc.;

· Makes presentations to various groups to promote program utilization and understanding of issues related to the program and the individuals it serves;

· Serves as liaison with, and represents the college to, external agencies on matters related to services for or needs of specific cli​ents/students, program funding, inter-agency program cooperation, referrals, and other cooperation and coordination;

· Serves as liaison and contact with college staff regarding student needs, assistance, status and progress, special accommodations, program capabilities and limitations, and related program matters;

· Ensure compliance with state and federal laws and policies related to program responsibilities;

· Identifies, obtains and maintains special resources for students/clients served and staff, such as videos and books;

· Provide supervision of program staff and faculty, including selection, training, coordination of tasks, assignments of priorities, problem resolution and performance evaluations;

· Assume supervisory responsibility for preparing reports required by federal, state and local agencies;

· Attends, conducts and/or participates in a variety of committees and meetings;

· May provide own clerical support for the program;
· Other related duties.

     Knowledge of:

· Federal, state and other regulations pertaining to the WorkAbility program.

· Principles and practices of career counseling and development.

· Procedures and requirements for student program eligibility.

· Principles and practices of program budgeting and monitoring.

· Methods and techniques for grant proposal writing.

· Basic computer use.

· English composition, grammar, spelling and punctuation.

     Skill in:

· Vocational assessment interpretation and career counseling.

· Planning and delivering effective oral presentations and training sessions to groups.

· Assigning and reviewing the work of subordinate classified employees.

· Reading, interpreting and applying regulations, policies, and procedures related to the program.

· Planning and tracking program budgets.

· Representing the college's WorkAbility program at a variety of internal and external committees and meetings.

· Establishing and maintaining a variety of records, data and required reports.

· Preparing effective written reports and correspondence.

· Establishing and maintaining effective working relationships with those contacted in the course of the work.

MINIMUM QUALIFICATIONS:
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· Bachelor’s degree in career development, counseling psychology, or a closely related field.  Community college experience is preferred;

· Involves some travel to committee meetings and conferences off campus; must be able/willing to work closely with students who may have hygiene problems and/or infectious diseases;
· Minimum 3 years experience in related field;

· Minimum 3 years of supervisory work, in a pre-college setting.

DESIRABLE QUALIFICATIONS:  A combination of education and experience equivalent to:
· Equivalent to a Master's degree in career development, counseling      psycholo​gy, or a closely related field.  Community college experience is preferred.

PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties are:
· Manual dexterity to operate keyboards and manipulate papers.

· Speech and hearing to communicate effectively in individual and group settings.

· Vision to read text, forms and computer screens.

This work is typically performed in an office or classroom setting.
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