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JOB POSTING 
EMPLOYMENT SPECIALIST 

 

Reports To:     Manager of Employment Services 
Department:    Employment Services- Acess VR 
FLSA Status:   Non-Exempt 
Location:  Albany, New York 
Hours:  Full-Time; Monday – Friday 37.5 hours/week 
Date:   February 4, 2019 

   
Summary   
To support consumers with disabilities to find and maintain paid employment and/or internships.    
Good skills in employer development, job coaching, and written documentation are essential.   
 
Essential Duties and Responsibilities include the following. Other duties may be 
assigned. 
Develop and maintain service plans that document individual such as ongoing and 
comprehensive vocational planning, rehabilitation counseling, realistic goal setting, and 
advocacy and knowledge of the local labor market. 
 
Provide the following services: facilitate program eligibility determinations, comprehensive case 
review, situational assessment, employment counseling, benefits counseling, job seeking 
activities, resume development, job or internship placement, mobility training, job coaching, 
crisis intervention, job retention support, and referral to other services. 
 
Maintain ongoing communication with referral counselor, consumer, and consumer collaterals 
per funding source regulations. 
 
Complete timely case record, billing, and personnel documentation as required by program 
funding sources and Northeast Career Planning; ensure compliance and other standards for 
proper maintenance of individual case records. 
 
Refer and collaborate with other service providers and collaterals regarding consumer needs 
which may impact on job or internship placement, stabilization, and/or ongoing job retention. 
 
Participate in activities that contribute to professional growth and development; 
promote/represent NCP services in the community; actively cooperate in achieving agency and 
program goals; maintain professionalism, integrity and accuracy in the performance of all duties. 
 
Performs other duties as assigned. 
 
Education and Experience: 

 Master’s degree in vocational rehabilitation counseling or related area such as 
personnel, counseling and guidance; 

 Bachelor’s degree and enrollment in a Master’s degree program in vocational 
rehabilitation or related area such as personnel counseling and guidance; 

 Bachelor’s degree and two years’ experience providing vocational assessment services 
Must be able to pass the Justice Center background check. 

Mobility:  Valid NYS Driver’s License is required and reliable transportation is required. 

Skill and Knowledge Requirements: 

 Ability to attend meetings both on and off-site  

 Effective organizational and time management skills  
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 Knowledge of barriers to employment faced by individuals with disabilities  

 Ability to use various computer software such as Microsoft Office Products 
 
Physical Requirements: 
In a 7 or 8 hour workday, an employee always talks/hears/sees; some sitting with occasional 
walking and standing, and some stooping, kneeling, crouching or lifting.  Near Vision, the ability 
to see details at close range (within a few feet of the observer). 
 
Essential Skills:  
Oral Comprehension, Written Expressions, Near Vision, Oral Expression, Written 
Comprehension, Speech Clarity, Speech Recognition, Mathematical Reasoning, Problem 
Sensitivity (the ability to tell when something is wrong or is likely wrong and recognizing there is 
a problem) 
 
Reasoning Ability: Ability to solve practical problems and deal with a variety of concrete 
variables in situations where only limited standardization exists.   
 
Language Skills: Must have excellent verbal and written communication skills.  Must have 
good command of the English language, both oral and written. Ability to read, analyze, and 
interpret general educational information, professional journals, technical procedures, or 
governmental regulations.  Ability to complete timely progress reports, business 
correspondence or other documents. The ability to effectively present information and respond 
to questions from groups of managers, clients, customers, supervisors and the general public is 
very important. 
 
 
Please note this job description is not designed to cover or contain a comprehensive listing of 
activities, duties or responsibilities that are required of the employee for this job. Duties, 
responsibilities and activities may change at any time with or without notice. 

 
We encourage all qualified applicants to apply.  
Northeast Career Planning does not base employment decisions on an individual’s race, color, 
sex/gender, genetic predisposition, sexual orientation/preference, religion, age, national origin, disability, 
military or veteran status or any other characteristic protected by federal, state or local law. In addition, 
Northeast Career Planning may make reasonable accommodations to enable applicants to participate in 
the hiring process and employees to perform the essential functions of their job. Please advise us if you 
need assistance with the application and/or interview processes. 

 

Please Respond By: February 15, 2019 
How to apply: Please send cover letter, resume and salary requirements to Human 

Resources. 
E-mail: HR@northeastcareer.org   
Fax: (518) 444 – 5279     
Mail: Northeast Career Planning  

Attn: Human Resources Department 
339 Broadway  
Menands, New York 12204 

 
      


