
 
 

Job Description: Career Support Specialist- Extended Services 
 
Department: Career Services 
Reports To: Employment Supervisor 
Prepared By: Administrator 
Prepared Date: 7/18/23 
Approved By: Executive Director 
Approved Date: 7/18/2023 
  
 
SUMMARY 
The primary responsibility of the Career Support Specialist- Extended Services, will be to assess individuals’ strengths and skills regarding 
employability, working with program participants in all aspects of the job seeking process, assisting the participant with on-the-job training 
and/or long term support,  collaborating with individuals who are part of the participants team, development and maintain positive relationships 
with businesses, create tools that could assist the participant to achieve independence, advocate and build natural supports with co-workers, 
supervisors, and family members to facilitate long-term retention. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES  
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are 
representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 

 
§ Supports individual and team in the development of career goals 
§ Cultivates good working relationships with employers 
§ Advocates for individuals with disabilities in maintaining employment 
§ Educates businesses about disability awareness 
§ Participates in a multi-disciplined self-directed team 
§ Demonstrates an ability to work independently with minimal day-to-day supervision 
§ Maintains personal vehicle and driving eligibility in order to transport program participants 
§ Complies with policies addressing program participant rights, responsibilities, and confidentiality 
§ Complies with required documentation standards 

 
 COMPETENCIES                       
To perform the job successfully, an individual should demonstrate the following competencies: 
 
Analytical - Synthesizes complex or diverse information; Collects and researches data; Uses intuition and experience to complement data. 
 
Problem Solving - Identifies and resolves problems in a timely manner; Gathers and analyzes information skillfully; Develops alternative solutions; Uses reason 
even when dealing with emotional topics. 
 
Technical Skills - Assesses own strengths and weaknesses; Pursues training and development opportunities; Strives to continuously build knowledge and skills; 
Shares expertise with others. 
 
Customer Service - Manages difficult or emotional customer situations; Responds promptly to customer needs; Solicits customer feedback to improve service; 
Responds to requests for service and assistance; Meets commitments. 
 
Interpersonal Skills - Focuses on solving conflict, not blaming; Maintains confidentiality; Listens to others without interrupting; Keeps emotions under control; 
Remains open to others' ideas and tries new things. 
 
Oral Communication - Speaks clearly and persuasively in positive or negative situations; listens and gets clarification; Responds well to questions; Participates 
in meetings. 



 
Written Communication - Writes clearly and informatively; Edits work for spelling and grammar; Varies writing style to meet needs; Presents numerical data 
effectively; Able to read and interpret written information. 
 
Teamwork - Balances team and individual responsibilities; Exhibits objectivity and openness to others' views; Gives and welcomes feedback; Contributes to 
building a positive team spirit; Puts success of team above own interests; Able to build morale and group commitments to goals and objectives; Supports 
everyone's efforts to succeed. 
 
Diversity - Shows respect and sensitivity for cultural differences; educates others on the value of diversity; promotes a harassment-free environment. 
 
Ethics - Treats people with respect; Keeps commitments; inspires the trust of others; Works with integrity and ethically; Upholds organizational values. 
 
Organizational Support - Follows policies and procedures; Completes administrative tasks correctly and on time; supports organization's goals and values; 
Benefits organization through outside activities; Supports affirmative action and respects diversity. 
 
Strategic Thinking - Develops strategies to achieve organizational goals. 
 
Judgment - Displays willingness to make decisions; Exhibits sound and accurate judgment; Supports and explains reasoning for decisions; Includes appropriate 
people in decision-making process; Makes timely decisions. 
 
Motivation - Sets and achieves challenging goals; Demonstrates persistence and overcomes obstacles; Measures self against standard of excellence. 
 
Planning/Organizing - Prioritizes and plans work activities; Uses time efficiently; Plans for additional resources; Sets goals and objectives; Develops realistic 
action plans. 
 
Professionalism - Approaches others in a tactful manner; Reacts well under pressure; Treats others with respect and consideration regardless of their status or 
position; Accepts responsibility for own actions; Follows through on commitments. 
 
Quality - Demonstrates accuracy and thoroughness; Looks for ways to improve and promote quality; Applies feedback to improve performance; Monitors own 
work to ensure quality. 
 
Quantity - Meets productivity standards; Completes work in timely manner. 
 
Safety and Security - Observes safety and security procedures; Determines appropriate action beyond guidelines; Reports potentially unsafe conditions; Uses 
equipment and materials properly. 
 
Adaptability - Adapts to changes in the work environment; Manages competing demands; Changes approach or method to best fit the situation; Able to deal 
with frequent change, delays, or unexpected events. 
 
Attendance/Punctuality - Is consistently at work and on time; Ensures work responsibilities are covered when absent; Arrives at meetings and appointments on 
time. 
 
Dependability - Follows instructions, responds to management direction; Takes responsibility for own actions; Keeps commitments; Completes tasks on time or 
notifies appropriate person with an alternate plan. 
 
Initiative - Volunteers readily; Undertakes self-development activities; Seeks increased responsibilities; Takes independent actions and calculated risks; Looks 
for and takes advantage of opportunities; Asks for and offers help when needed. 
 
Innovation - Displays original thinking and creativity; Meets challenges with resourcefulness; Generates suggestions for improving work; Develops innovative 
approaches and ideas. 
 
    
EDUCATION AND/OR EXPERIENCE 
Bachelor's degree (B. A.) from four-year college or university; or one to two years related experience and/or training; or equivalent combination of education 
and experience. 
 
 
CERTIFICATES, LICENSES, AND REGISTRATIONS 
Ability to pass a criminal background check and verification of a good driving record, driver's license, proof of insurance, and reliable transportation. 
 



 
OTHER SKILLS AND ABILITIES 
Awareness of up to date job seeking strategies, understanding of current job market, effective and professional communication, knowledge of company values 
and policies, and organizational skills. 
 


