






























Job Placement Specialist

Job Description
Positions in this job family are assigned responsibilities involving the coordination, training
and job placement of individuals with disabilities in competitive employment and other
integrated settings including on the job training (OJT) and supported employment.

Typical Functions
Develops and maintains relationships with businesses, Workforce Oklahoma, state and
local entities and other employers to facilitate employment of individuals with
disabilities.
Researches data regarding labor market, economic indicators and employment trends,
and provides current employment leads to counselor and individuals seeking
employment.
Evaluates work skill level in various areas and designs programs to meet employment
goals.
Maintains case notes for individual progress; prepares reports of vocational training and
progress made toward vocational adjustment and employment outcome as well as other
necessary documentation records.
Place individuals into jobs to meet employment goals.
Coordinates, prepares and presents career counseling, job clubs, job search workshops,
skills training, resume writing, interview techniques, job search and job readiness
training, evaluation, and other employability services to applicants, employers, and
other community-based organizations.
Works with businesses, agencies and organizations to identify job vacancies and to
remove barriers to employment and resolve issues related to integration and
independence for individuals with disabilities; Performs job evaluations and task
analysis.
Markets agency services to businesses and community organizations; Disseminates
information; provides education, outreach and training to the general public, businesses,
employers, community organizations and potential employees about services and
disability issues.
Evaluates and monitors progress of individuals' who secure employment.






