I.
TITLE:



         IPS Supported Employment Benefits Specialist
II.
CLASSIFICATION:

         IPS Benefits Specialist
III.
SUPERVISOR:


         Supportive Employment Director
IV.
MINIMUM QUALIFICATIONS:  Bachelor’s degree in a mental health discipline or vocational rehabilitation field and successful completion of case management training by State of Alabama Department of Mental Health and Community Work Incentives Coordinator (CWIC) training and certification through the Social Security Administration and Virginia Commonwealth University.  
Knowledge of adult specialties to be obtained within (6) months of employment:  
Knowledge of psychiatric disorders in the adult population; Knowledge of cultural diversity; Knowledge of behavior management, crisis intervention and interventions common to acute psychotic consumers, as well as, to non-violent crisis intervention practice; 
Knowledge of psychiatric rehabilitation principles; Knowledge of available community resources; 
Knowledge of educational methods appropriate to adults with psychiatric disorders; 
Knowledge of disability terminology; Knowledge of the eligibility, application, claims and retention processes for benefit resources, including: Social Security, Medicaid, Medicare, Veteran Affairs, private insurance, food stamps, housing subsidies, medication subsidies, spouse and dependent children benefits, past job retirement benefits; Knowledge of the SOAR system

Experience providing employment services, and knowledge of the work world are preferred.  Ability to work as an effective team player is essential.  Must have a valid Alabama Driver’s License and a clear driving record and automobile insurance.  

V.
PRIMARY JOB FUNCTIONS AND PERFORMANCE EXPECTATIONS:

A. Adheres to Central Alabama Wellness Policies and Procedures in a consistent manner.
B. Overall Function:  Provide comprehensive and personalized benefits counseling to help consumers access and obtain understandable and accurate information about government entitlements and other sources of income, and provide information about how benefits may be impacted by employment.
1. Responsibilities:

a. Demonstrates good budgeting skills

b. Demonstrates excellent verbal and written communication skills; must be able to accurately relay technical information to beneficiaries and their families in verbal and written format; 

c. Demonstrates good interviewing skills both over the phone and in person

d. Demonstrates computer proficiency – use of Microsoft Office products (Word, Excel, Outlook) as well as web-based database and other applications as required 

e. Assesses consumers’ financial resources to determine the need to apply for benefits

f. Assists consumers in completing applications to secure benefits

g. Assists consumers in obtaining documentation required for applications to Social Security Administration and other agencies

h. Advocates on behalf of consumers with the Social Security Administration office and other agencies

i. Effectively utilizes the SOAR system

j. Tracks status of consumer benefit applications

k. Ensures the AHS Finance and Accounting department and treatment team is notified when benefits are obtained

l. Ensures matching of appropriate services for multiple consumers in caseload

m. Identifies goals and plans for appropriate services

n. Provides appropriate linkage to community resources

o. Advocates on behalf of the consumer to secure community resources

p. Effectively collaborates with the treatment team members and outside sources in the delivery of case management services

q. Evaluates the consumer for discharge planning

2. Supervision and consultation:

a. Seeks supervision and consultation as needed

b. Accepts and employs suggestions for improvement
3. Record keeping:

a. Maintains confidential files containing required information for each supported employment client

b. Maintains documentation for those individuals receiving services

c. Provides timely documentation that meets requirements of various funding sources including Vocational Rehabilitation, Medicaid, and others

4.    Courteous and respectful towards consumers, visitors and co-workers:

a. Treats consumers with care, dignity, and compassion

b. Respects consumers’ privacy and confidentiality

c. Is pleasant and cooperative with others

d. Assists consumers and visitors as needed

e. Personal values don’t inhibit ability to relate and care for others

f. Is sensitive to the consumers’ needs, expectations and individual differences

g. Is gentle and calm with consumers and families

C. Completes all CAW required trainings as assigned.
D. Complete other related duties assigned by supervisor.
1. Execute these duties and responsibilities in a timely and accurate manner.

2. Treats such duties with the same importance with relationship to confidentiality and priority as other duties and responsibilities unless otherwise instructed. 


I HAVE RECEIVED A COPY OF THIS JOB DESCRIPTION.  ITS CONTENTS HAVE BEEN DISCUSSED WITH ME AND I UNDERSTAND THE DUTIES AND RESPONSIBILITIES OUTLINED.
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