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Job Description
Job Title: SSP Community Specialist           Department:
  Adult Community Services

    
  Exempt    XX Non-exempt
Revision date:
February 2021

Main Reasons position exists:

· Ensure DeafBlind clients received consistent and high-quality SSP services.
· Plan and coordinate Community Integration activities for DeafBlind adults.
Key Result Areas:  
The primary accountabilities for the position include:
1. Ensure clients receive appropriate SSP services
· Assist Adult Community Services Program Manager in the recruitment, interviewing, assessing skills and training of support service providers (SSPs).
· Assist Program Manager with referrals and intakes of new clients as directed. 

· Ensure delivery of SSP services by matching staff to clients and assisting to find subs as needed. 

· Schedule and meet regularly with Deafblind clients annually (or more frequently if needed) to discuss issues and concerns as well as collect feedback about SSP staff performance. Assist to resolve concerns/complaints of clients and staff. 
· Coordinate appointments between Deafblind clients and SSPs as needed in person and by phone, email or other communication.
· Maintain client referral/waiting list in collaboration with program manager. 
2.  Administration
· Follow-up on any concerns with clients in question and bring to Adult Community Services Program Manager’s attention.  Meet regularly with Program Manager to discuss questions and concerns.
· Plan and conduct group meetings for SSP staff as directed by manager. 
3. Coordinate Community Integration activities
Working in tandem with the Program Coordinator, the SSP Community Specialist will:

· Communicate with Deafblind Community about their preferences and interests for Community Integration activities.  

· Help to coordinate the planning and management of events and activities, including scheduling, transportation and event oversight. Ensure all plans are reviewed and approved by the Program Manager. 
· Stay connected with the Deafblind Community in Minnesota including by emails and/or social media to announce events to volunteers, staff and clients.
· Assist with community presentations such as Deaf Aware Fair, informational booths and informational trainings.
· Assist program manager to recruit staff SSPs for events and activities and appropriately match Deafblind people and SSPs.

· Document the attendance of each DBSM activity.

· As directed by Program Manager, prepare and submit summary report including budget/costs of Community Integration event as well as contribute information to monthly reports for funders.

· Complete satisfaction surveys with participates as directed. 

4. Protactile Training
· Provide Protactile training to DBSM staff as directed by manager 
· Assess DBSM staff’s Protactile skills as needed. 

· Make recommendations for staff’s training needs to manager. 

· Keep DBSM staff up to date with changes and new developments in Protactile philosophy and skills. 

5. Positively contribute to DBSM’s mission, culture and values 
· Assist Deafblind individuals of all ages and all abilities to achieve their highest level of independence and self-sufficiency.

· Make decisions in the best interest of clients, students and DBSM.  
· Offer hospitality to every visitor and to each other. 
· Ensure self and staff demonstrate DBSM values in every interaction. 
I will have performed my job well when I:
1. Provide timely, high quality work
· Appropriately match direct service providers with clients. 
· Maintain good relationships with clients, co-workers and direct service providers. 
· Complete administrative requirements in a timely, accurate manner. 
· Plan and implement well-attended events with positive participant feedback. 
· Respect boundaries and follow agency and regulatory policies and laws. 
2. Contribute to the team
· Assist other employees and departments as directed by manager. 
· Share relevant information with co-workers. 
· Follow all agency and regulatory policies and procedures. 
3. Contribute to the mission

· Assist Deafblind individuals of all ages and all abilities to achieve their highest level of independence and self-sufficiency.

· Contribute positively to DBSM’s culture and work environment.
· Demonstrate DBSM core values. 
Physical Demands
· The physical demands are that of a typical office environment. Ability to do continual computer work and sit for long periods of time.  
· Occasionally required to walk, stoop, bend, reach overhead. 
· Ability to lift 10 lbs. on an occasional basis. 
· May involve extensive tactile communication. 
Education and Experience
· Familiar with and connection to the Minnesota Deafblind Community. 
· Fluency in American Sign Language and deafblind communication modalities. 
· Ability to work in multi-cultural setting, including deaf, hearing, hard-of-hearing and DeafBlind individuals as well as with various ethnic and racial communities. 
· Minimum High School diploma, GED or equivalent knowledge and skills of a high school graduate. 
· 1-2 years experience in scheduling, direct service coordination and/or customer services. 
· Intermediate level computer/data entry skills. Familiar with MS Office programs and ability to utilize MS Outlook email. 
· Strong attention to details. 
Attributes: 

· Strong commitment to the DBSM mission.  

· Good problem solving and analytical skills. 
· Strong communication skills and professionalism with diverse people and organizations. 
· Initiative and a commitment to ongoing improvement.
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Position: SSP Community Specialist
	PHYSICAL REQUIREMENTS

	Requirement
	Never
	Occasionally

15 min – 2.5 hours
	Frequently

2.5 – 5.5 hours
	Continuously

5.5 hours +

	Lift up to 10 pounds
	
	x
	
	

	11-24 pounds
	
	x
	
	

	24 – 35 pounds
	x
	
	
	

	36 – 50 pounds
	x
	
	
	

	other
	
	
	
	

	Carry up to 10 pounds
	
	x
	
	

	11-24 pounds
	
	x
	
	

	24 – 35 pounds
	x
	
	
	

	36 – 50 pounds
	x
	
	
	

	other
	
	
	
	

	Push
	
	x
	
	

	Pull
	
	x
	
	

	Reach overhead
	
	x
	
	

	Climb
	
	stairs
	
	

	Squat/Bend
	
	x
	
	

	Sit
	
	
	x
	

	Stand
	
	x
	
	

	Balance
	
	x
	
	

	Walk/Move About
	
	x
	
	

	Grasping simple or firm
	
	
	x
	

	Keyboard Manipulation
	
	
	x
	

	Work at heights
	x
	
	
	

	Operate heavy machinery
	x
	
	
	

	Operate desk machines
	
	
	x
	

	Exposed to changes in temperature
	x
	
	
	

	Exposed to dust, fumes, gases, chemicals
	x
	
	
	

	Other
	May involve extensive tactile communication

	PRIMARY WORKING CONDITIONS

	Average Noise Exposure
	Normal Office Environment

	Equipment Operated
	Normal Office Equipment

	Working Hazards              
	None

	Guide dogs may be present in the office.  


