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1. BLIRBINEA15R

	
	State of Michigan
Civil Service Commission
Capitol Commons Center, P.O. Box 30002
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	POSITION DESCRIPTION
	



	This position description serves as the official classification document of record for this position.  Please complete this form as accurately as you can as the position description is used to determine the proper classification of the position. 

		2.Employee’s Name (Last, First, M.I.)
	8.	Department/Agency

	
	Department of Labor and Economic Opportunity

		3.Employee Identification Number
	9.	Bureau (Institution, Board, or Commission)

	
	Bureau of Services for Blind Persons

		4.Civil Service Position Code Description

	10.	Division

	Blind Rehabilitation Instructor P11
	Field Services

		5.Working Title (What the agency calls the position)

	11.	Section

	Rehabilitation Teacher/Counselor
	West Region

		6.Name and Position Code Description of Direct Supervisor

	12.	Unit


	Rosemarie Van Ham, State Administrative Manager 15
	Grand Rapids Office

		7.Name and Position Code Description of Second Level Supervisor
	13.	Work Location (City and Address)/Hours of Work

	Lisa Kisiel, State Division Administrator 17
	OWS Home with access to Grand Rapids office, 2942 Fuller Ave. NE, GR
Work Hours: M-F 8:00 AM – 5:00 PM

		14.	General Summary of Function/Purpose of Position

	This position will work with the vocational rehabilitation (VR) program, including pre-employment transition (Pre-ETS), independent living programs (ILOB and IL Part B), and the youth low vision program (YLV); providing blind rehabilitation instruction, i.e. workplace readiness and daily living skills to BSBP customers who are legally blind throughout the assigned geographic area, many of these customers have multiple disabilities, in addition to their blindness. Additionally, the individual in this position will provide vocational rehabilitation counseling and guidance to assist individuals achieve competitive integrated employment. The individual in this role will complete necessary assessments, coordination counseling and instruction to customers and/or potential customers to determine training needs including obtaining and interpreting diagnostic information.  This position is responsible for connecting with businesses and community partners to expand opportunities for individuals specifically those who are legally blind. 

		15.	Please describe the assigned duties, percent of time spent performing each duty, and what is done to complete each duty.
		List the duties from most important to least important.  The total percentage of all duties performed must equal 100 percent.

	Duty 1
General Summary of Duty 1	50% of Time	
Provide teaching and vocational rehabilitation counseling to BSBP customers who are legally blind or multiply impaired throughout the assigned geographic area.

	Individual tasks related to the duty.
· The position performs diagnostic assessment of adjustment skills to both vocational and non-vocational customers. 
· The rehabilitation professional instructs customers in workplace readiness and personal adjustment skills to assist them in becoming employed or able to live independently.  These skills include, but are not limited to assistive technology, communication skills, workplace readiness, Braille, daily living skills, personal care, eating techniques and other adaptive techniques.  
· Provide pre-vocational skills training to blind or visually impaired customers. These skills include but are not limited to prevocational preparedness training, job site assessments and job site accommodation recommendations. 
· The rehabilitation professional assists transition students with the 5 required Pre-ETS categories.
· The rehabilitation professional is responsible for quarterly federal reporting as well as maintaining all required documentation.  This includes but is not limited to eligibility determination, writing Individual Plans for Employment, and collecting employment data.  
· This position will ensure Federal deadlines are maintained at a minimum of 90%.
· The rehabilitation professional maintains case file records related to client's progress. 
· The rehabilitation will provide vocational rehabilitation counseling and guidance to support the achievement of competitive integrated employment.


	Duty 2
General Summary of Duty 2	25% of Time
The Rehabilitation Professional completes assessments, counseling and instruction to individuals who are blind and visually impaired to determine training needs including obtaining and interpreting diagnostic information.  Provide intense preparation for employment for individuals who are legally blind in the defined geographical area.

	Individual tasks related to the duty.
· This position reviews diagnostic information to determine an individual’s eligibility for BSBP services.
· The Rehabilitation Professional assists customers in identifying barriers to employment and provides instruction to allow them to become independent or job ready.  
· Identify assistive technology and other devices that will assist the individual to be independent and employable and provide instruction on utilizing these devices.  
· Interprets information obtained and utilize informed choice techniques to assist in preparing the client for employment and/or independent living. 




	
Duty 3
General Summary of Duty 3	15% of Time	
This position is responsible for community outreach and business engagement; to expand opportunities for individuals specifically those who are legally blind or multiply impaired. 

	Individual tasks related to the duty.
· The position serves as a general resource to the public, including issues regarding blindness and low vision, serves as a liaison to other agencies, organizations and community partners, to identify new customers.
· Develops a network of community resources for customers. 
· Provides public presentations to educate the public about the Bureau of Services for Blind Persons and our services.
· Provides community service and outreach to other organizations and community partners.
· The position works with employers in the area to identify potential job opportunities and other work-based learning opportunities for customers.
· The rehabilitation professional supports employers to retain employees who have a vision loss.  
· Develop liaison activities with other agencies and community partners to identify potential referrals. 
· Boosts visibility to the public through outreach events, documenting contacts through a monthly log.

	Duty 4
General Summary of Duty 4	5% of Time
This position is responsible for coordinating low vision services for school age youth, through the Youth Low Vision program. 

	Individual tasks related to the duty.
· The rehabilitation professional will collaborate with school personnel to promote the Youth Low Vision program. 
· Services may include coordination between the low vision practitioner and their classroom instructors or teacher consultant when low vision devices have been provided to the student, the family, and BSBP.
· Ensure the student has the appropriate low vision devices. 




	
Duty 5
General Summary of Duty 5	5 % of Time		
At the discretion of the Supervisor/Division Director, perform other duties as assigned.

	Individual tasks related to the duty.
Assists with the implementation of the Department/Bureau strategic initiatives.
Serves as a backup to for other dual Blind Rehabilitation Instructors/Rehabilitation Counselors in the West Region. 


[bookmark: AddPage]
	
	16.	Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
Independent judgment will be needed to analyze and interpret information to determine eligibility and identify the services required to achieve each customer’s stated goals. The rehabilitation professional will review service provider reports and invoices to ensure appropriate services are provided and billed accurately. The rehabilitation professional will utilize policy and procedures to assist the individual in meeting their goals. 

		17.	Describe the types of decisions that require the supervisor’s review.
The Rehabilitation Professional will be expected to have their supervisor review any request outside of BSBP’s outlined policy and procedures and any training or service request for a customer outside the normal scope of practice. They will need a supervisor’s approval when participating in continuing education training during business hours or when training costs are associated. A supervisor’s review is also required for case services expenditures that exceed the professional’s delegated authority.

		18.	What kind of physical effort is used to perform this job?  What environmental conditions is this position physically exposed to on the job?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions.
Extensive travel, including occasionally overnight stays, is required throughout assigned geographic area and to other conferences or training programs.


		19.	List the names and position code descriptions of each classified employee whom this position immediately supervises or oversees on a full-time, on-going basis.  (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

		20.	This position’s responsibilities for the above-listed employees includes the following (check as many as apply):
	Complete and sign service ratings.		Assign work.
	Provide formal written counseling.		Approve work.
	Approve leave requests.		Review work.
	Approve time and attendance.		Provide guidance on work methods.
	Orally reprimand.		Train employees in the work.



	
22.	 Do you agree with the responses for Items 1 through 20?  If not, which items do you disagree with and why?
Yes.

		23.	What are the essential functions of this position?
       Utilize critical thinking, counseling, and guidance to independently assess, plan, and provide vocational rehabilitation services that lead to competitive integrated employment (CIE) of customers served utilizing SMART goals and time management skills to timely engage the customer from referral to placement to post-placement follow up. Meet with community agencies, facilities and the public to enhance the image and inform others of agency services or mission.

		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
Strong emphasis on utilizing data to guide performance, policy, and procedure to enhance consistent service delivery, with considerable focus on training to promote best-case practices.

		25.	What is the function of the work area and how does this position fit into that function?
The work area encompasses a multi-county area with extensive itinerant travel necessary to complete the assigned duties. The Rehabilitation Professional must work independently, manage their time, and prioritize responsibilities to complete the assignments. This division provides vocational teaching and rehabilitation services to assist customers in finding a job which is the essential function of the Bureau. 

		26.	What are the minimum education and experience qualifications needed to perform the essential functions of this position?

	EDUCATION:
Bachelor's Degree in Rehabilitation Counseling with a Master's degree in Vision Rehabilitation Therapy.

	EXPERIENCE:
One-year professional work experience.

	KNOWLEDGE, SKILLS, AND ABILITIES:
· Knowledge of the principles and practices of blind rehabilitation.
· Knowledge of the principles of instruction. 
· Knowledge of the materials, supplies, and equipment necessary for rehabilitation instruction of the blind.
· Knowledge of problems of teaching the blind. 
· Knowledge of blind mobility and orientation techniques and methods. 
· Knowledge of techniques of rehabilitation counseling and guidance. 
· Knowledge of the principles and methods of rehabilitation training.
· Knowledge of the psychology of the physically, mentally disabled.
· Knowledge of different cultures. 
· Knowledge of the limitations and abilities of the disabled. 
· Knowledge of testing techniques, test interpretations, and uses. 
· Knowledge of casework and client interviewing techniques.
· Knowledge of training and placement facilities and services available to the disabled.
· Knowledge of occupations appropriate for persons with a particular disability.
· Knowledge of community organizations and services available to the disabled.
· Ability to work with individuals who have severe, multiple disabilities. 
· Aware of rehabilitation technology and advances in rehabilitation.
· Ability to apply casework, interviewing and testing techniques to obtain and analyze information and plan services and follow-up activities.
· Ability to work with other staff members. 
· Ability to maintain records, prepare reports, and conduct correspondence related to the work
· Ability to communicate effectively with others. 
· Ability to maintain favorable public relations.

	CERTIFICATES, LICENSES, REGISTRATIONS:
Preferred: Certified Rehabilitation Counselor (CRC), Certified Orientation and Mobility (COMS), Certified Vision Rehabilitation Therapist (CVRT), Certified Assistive Technology Instructional Specialist (CATIS)

	NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for this position.

	I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.

	 		 		
	Supervisor’s Signature			Date

	TO BE FILLED OUT BY APPOINTING AUTHORITY

		Indicate any exceptions or additions to statements of the employee(s) or supervisors.


		I certify that the entries on these pages are accurate and complete.
 		 		
	Appointing Authority Signature			Date

	TO BE FILLED OUT BY EMPLOYEE

		I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.
		 		
	Employee’s Signature			Date


NOTE:  Make a copy of this form for your records.
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