
 

JOB TITLE: Employment Consultant 

 

SUMMARY  
The Employment Consultant is the key provider of quality services to persons with 

disabilities, the customers of Lillie Rice Center. He/she is responsible for ensuring clients 

have jobs based upon their interest in the community and that their employers have the 

assistance they need to train and maintain quality performance from their employees. 

This position assesses skills and talent for clients on their caseload, develops and 

implements service plans, develops leads and contacts at community businesses, and 

secures employment opportunities that are a match for both the clients and the company. 

The Employment Consultant works at the job site with clients to help train both the client 

and the employer on effective communication techniques, accommodations, and 

developing natural supports in the workplace. Additionally, the Employment Consultant 

coordinates with residential supports, families and funders to ensure employment success.  

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 Develop and implement personalized career plans for clients on caseload-based on 

client’s skills, goals and interests. 

 Perform vocational assessments to assess skills and interests of clients on caseload.  

 Provide professional employment counseling and assistance to clients through job 

identification, interview, and new hire orientation process. As well as assist in 

training and maintaining employment.  

 Market and job develop-for paid jobs for individuals with disabilities out in the 

community.  

 Develop and maintain relationships with businesses in the community, other 

nonprofits, and funders.  

 Provide training and consultations to employers and co-workers to enable them to 

support the supported employee. Assist employers to identify and mitigate or 

eliminate architectural, procedural and attitudinal barriers to employment of client.  

 Troubleshoot problems that arise at community job sites and help employer and client 

to maintain a positive working relationship.  

 Identify opportunities for career growth with employer and their supported employee. 

Facilitate further training or coaching to assist both parties.  

 Conduct and/or participate in Client review sessions with representatives of involved 

agencies and parent/advocates.  

 Establish natural supports persons for clients in the workplace and implement a fade 

schedule that gradually reduces the need for job coaching/follow along services.  

 Document and communicate daily reports and case notes detailing client service 

services, progress, incidents, challenges, etc., 

 Communicate progress, successes, and challenges to guardians/care providers.  

 Record billable hours in Employment Tracking System. 

 Facilitate Person Centered Planning Process with client and their circle of support as 

needed.  

 Provide follow-along support services to assist business personnel and the client.  



 Advocate on behalf of clients.  

 Coordinate with other professionals (doctors, counselors, others) as needed.  

 Maintain confidentiality.  

 May drive personal or company vehicle to transport trainees to various work sites. 

 Provide an atmosphere in which the participant develops an understanding of the 

relationship of work to daily living and adult responsibility. 

 Ensure that contract work is performed efficiently and in accordance to the 

established quality standards. 

 Observe and comply with participant confidentiality policies. 

 Observe and comply with Agency Safety Programs and procedures. 

 Support and comply with Agency policies, procedures and philosophies. 

 Other duties as deemed appropriate to the position. 

 Willing to work all shifts, weekends and holidays if necessary.  

 

 

OTHER QUALIFICATIONS:   

Must be able to pass a criminal background check and drug screening.   

Carry a valid First Aid/ CPR card.  Hepatitis B vaccination (optional) 

Must have reliable transportation and be willing to travel between office and community 

locations daily’ sometimes transporting people with disabilities.  

Must be available to work flexible hours.  

 

 

CERTIFICATES, LICENSES, REGISTRATIONS  

 Valid Washington State Driver’s License. 

 Good driving record. 

 Proof of liability insurance. 

 Ability to pass background investigation 

 First Aid & CPR Certification 

 Bloodborne Pathogens Certification  

 

 


