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DUTY STATEMENT



Classification:			Analyst I
Job Title:				Business Specialist
Name:				(First, Last)
Scheme/Class Code:		JY20/5157
Position Number:		813-150-5157-836
Reports to:			Team Manager, Supervisor I
FLSA Status:			WWG 2
Division:				Vocational Rehabilitation Employment
Division/Specialized Services Division
Location:				150/12 Modesto 
Stockton/Modesto Office (.05 Stockton/.05 Modesto)
Primary Assignment:	Performs a variety of analytical support for the VRSD Team working with consumers in job ready status to provide vocational rehabilitation employment services to DOR consumers.

JOB OBJECTIVES:

Under the general supervision of the Team Manager, Supervisor I, located in the SJVD Modesto Office, the position will be shared with the Stockton and Modesto Teams (.05 Stockton/.05 Modesto) of the Vocational Rehabilitation Employment Division/Specialized Services Division, and working cooperatively with program units and supervisors throughout the District, the Analyst I – Business Specialist (BS) in a working capacity provides a variety of analytical support relating to employment/placement activities, employment preparation skills, and marketing to increase employment opportunities for individuals with disabilities. 
The San Joaquin Valley District is responsible for service delivery of Federal Title I Vocational Rehabilitation Services Program. The services assist eligible individuals in achieving their employment goals by providing training, assistive technology, supported employment and job placement support. District staff will also conduct eligibility determinations for applicants for services and direct post-employment services for individuals who find jobs as a result of DOR services.
ESSENTIAL JOB FUNCTIONS:

Specifically, the Analyst I will perform less complex analytical duties in the following areas:


45%	Program Responsibilities: Provide direct employment services to job ready DOR consumers including intake and employment preparation; job development and placement; and job retention and follow-up in a variety of employment settings.  

Written Communications: Write, review, and/or edit reports and information related to employment services. Develop and distribute employer information and job leads to district staff. 

20%	Verbal Communications:  Consult with supervisor and counselors to advise on employment services for consumers.  Act as liaison to businesses includes business networking, outreach, and meetings with businesses in the community. Promote and market benefits of employment of DOR consumers, i.e. tax incentives, On-the-Job Training (OJT).  Provide disability sensitivity and etiquette training to business partners and the community using Windmills and/or other training curriculum.  Monitor progress reports on employment services and report back to Rehabilitation Supervisors and counselors. Coordinate with employment service providers to develop improved methods of increasing employment outcomes, such as Job Placement Circle programs, Job Clubs, reverse job fairs within each district/catchment areas.  Act as primary liaison with DOR Workforce Development Section. 

	Provide analysis and technical expertise to the development of Job Clubs including but not limited to assisting consumers with career assessment services, mock interviews, resume development, interviewing skills development, job searching skills, develop documentation for SVRC signature Limited Examination and Appointment Program (LEAP) Certifications, and Schedule A letters for Federal employment.  
 
20%	Research: Review and analyze relevant materials such as labor market data and career development information to DOR consumers as determined by the Team Manager or SVRC, QRP.  Establish links to local business partners and maintain a database for these employer/business contacts.  Attend local meetings and provide presentations to gather information on employment related resources and service groups meetings to gain access to Business partners for relationship building.

  10%	Provide information and resources to consumers regarding the impact of employment on public assistance programs, DB101, PASS, IWREs, and other resources that may assist a consumer with understanding their benefits and incentives to work.  

Provide information to businesses and consumers regarding special services and considerations for employment of DOR consumers including, but not limited to ADA, and FEHA.  

Note:	The work of this position requires up to 40% fieldwork and travel in community.


All Times:	Communicates regularly with VR staff; provides excellent customer service to both internal and external customers; ensures the timely movement of a consumer through the vocational process, including but not limited to, monitoring of case status, compliance with mandated time frames, signatures, periodic progress updates, and annual reviews; interacts with consumers and coworkers in a professional manner, and with integrity and respect.  Attempts to resolve individual’s concern at the lowest possible level; offers other dispute resolution options; and elevates to next level, if needed.  

MARGINAL JOB FUNCTIONS:

5%	Performs other related duties as assigned, including, but not limited to…. 

Travel: 	Up to 5% travel may be required to attend forums, conferences or trainings or meetings. 

All Times:	Communicate effectively in a professional, tactful, respectful manner with individuals from varied experiences, perspectives and backgrounds, by telephone, email and other technologies as well as in-person; provide excellent customer service to both internal and external customers; ensure the timely completion of assignments; attempt to resolve individual concern at the lowest possible level; offer other dispute resolution options, and elevate to next level if needed; use initiative, problem solving skills, organizational skills, good judgment, and resourcefulness.  

Work Environment and Physical Requirements

The majority of the work will take place in one of the following locations with consumers, the public, colleagues, and other stakeholders: a DOR open office setting in a cubicle environment, offsite in the community, at events and various partner locations, and/or at an approved alternate work location. The incumbent must have the ability to work in an office setting for up to 40 hours per week and remain at a workstation for extended periods while utilizing a personal computer, peripherals, and other office equipment with or without accommodation. The incumbent will be working in an office setting with both natural and artificial lighting. Strong interpersonal skills are required to interact effectively with consumers, the public, colleagues, and other stakeholders. 

Note: It is the policy of the Department of Rehabilitation to provide equal employment opportunity to qualified individuals with disabilities through compliance with FEHA and ADA (where it would result in broader protection of the civil rights of an applicant or employee with a disability).  

I have read, understand, and agree to perform the above listed duties and all duties typically performed by this classification. I certify that I possess essential personal qualifications including integrity, initiative, dependability, good judgment, and ability to work cooperatively with others and in a state of health consistent with the ability to perform the assigned duties as described above with or without reasonable accommodations.



________________________________		___________
(Employee’s Name)					Date



_______________________________		____________
(Supervisor’s Name and Title)			Date
