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Southwestern Ohio Council of Governments (SWOCOG)
412 S. East Street					
Lebanon, OH  45036		
www.swocog.org				

Position Description 

Position Title:  Assessment Specialist		  	Reports to:  Manager of Support Coordination

FLSA Status:  Non-Exempt, Hourly			

Schedule:  Full Time; 	Typically- Mon-Fri. 8 AM-4 PM; However, it may require some weekend and evening hours to meet family/ individual and timeline needs.  		

Job Summary
This position is responsible for evaluating individuals’ needs and completing formalized assessments within the given timelines. This position requires strong communication skills, sound judgment, and the ability to work both independently and as part of a collaborative team.

Qualifications and Education  
· Bachelor’s degree in social services or human services Field.
· Have or be capable of obtaining Service and Support Administration certification.
· Three years of performing assessments preferred.
· Experience with standard office equipment including computers with Microsoft Office and similar software for advanced computer use.
· Possess effective written and oral communication skills.

Other Requirements
· Satisfactory results of a chemical dependency test
· Successful completion of a criminal records check (BCI and/or FBI) and registry/database check, driving record checks, and favorable reference reports.
· Proof of a current and valid driver's license for state of residence; must be maintained throughout employment  
· Proof of current vehicle liability insurance in at least the minimum required amount for state of residence; must be maintained throughout employment
· Possess the ability to work independently, collaboratively, and effectively with the administration and staff, other agencies, professionals, and the public.

Typical Duties
The following list describes typical duties of this position but is not intended to be an all-inclusive list.  Employees will be asked to perform duties outside of this list based upon the needs of the company and the individuals we serve.
· Assesses individuals’ need for service utilizing formalized assessment tools. 
· Maintains proficient knowledge of assessment tools and software programs. 
· Completes all necessary paperwork in an accurate and timely manner, including required elements for waiver administration.
· Documents all services in accordance with established Targeted Case Management (TCM) guidelines.
· Participate in MUI/UI reporting, investigation and follow-up, including identifying trends and patterns.
· Participates in training and educational opportunities both at the agency and through other sources, including all statewide opportunities.
· Performs other related duties as required or assigned.
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