Recruitment Announcement

This position is available at Oklahoma Department of Career and Technology Education.
Job Title: Adult Assessment Specialist
Job Code: H14B
Department/Area: Skills Centers
Lexington Assessment and Reception Center  
FLSA Classification: Non-Exempt
Payband:  9






Summary
This position is responsible for determining optimum Careertech program needs for offenders committed to a correctional institution; position also provides advice and networks with relevant partners concerning pre and post release support for offenders to support their re-entry into the community.  
Education and Experience  
Required:
·  High School Diploma or equivalency.
Preferred:
· Knowledge of vocational guidance and social adjustment principles, available institutional industrial positions and the future market for those skills, interviewing and counseling techniques.

· Ability to establish and maintain effective working relationships with others, effective communication and to determine which segment of CareerTech will best suit the offender’s needs.

Essential Duties and Responsibilities
· Uses interview techniques and assessment instruments to determine the offender’s programmatic needs; prepares case history reports and recommends program assignments. 

· Advises offenders on employment resources, vocational skills, educational and training needs and institutional adjustment. 

· Delivers programs to offenders which are designed to assist in a successful CareerTech program enrollment.

· Assists with or prepares reports such as number assessed, number moved, number enrolled in CareerTech program. 

· Develop, monitor and amend offender transition plans in line with re-entry programs and services. 

· Utilizes collaborative network with relevant partners to provide support, pre and post release services for offenders which involve skills centers staff and community resources and social service agencies.    

Salary and Benefits 

$39,628.81 - $44,673.13
· The state provides a benefit allowance to help you pay for insurance premiums which include health, dental, life, and disability insurance. 

· The amount of your allowance, $9,051.60 - $21,942.72, is determined based upon the dependents you choose to include in health coverage.

· State paid teacher’s retirement pension and flexible benefits plan.

· Vacation leave, 15 days sick leave and 11 paid holidays.
· Employee assistance program and flex-time work schedule options. 

Total salary and benefits package valued at $53,337.42 - $71,652.54.
Management Responsibility
No management responsibilities.
Communication Skills
Ability to read and interpret safety rules, operating instructions, and procedure manuals; write routine reports and correspondence; speak effectively before groups of employees; and communicate ideas and concepts clearly to other employees.
Mathematical Skills
Ability to calculate simple mathematical equations as applicable, for example: add, subtract, multiply and divide.
Reasoning Skills
Ability to apply common-sense understanding to carry out written and oral instructions and solve problems involving several concrete variables in standardized situations.
Licenses, Certificates, Registrations
Requires valid driver’s license.

Physical Demands
Ability to lift 25 pounds with or without reasonable accommodation.
Work Environment
Position based at Lexington Assessment and Reception Center. Lexington, OK. When job functions are performed within a correctional environment, entry and exit from the workplace will be controlled by correctional facility.
Hiring contingent upon successful completion of background check. 

The above statements are intended to describe the general nature and level of work being performed.  They are not intended to be construed as an exhaustive list of all duties, responsibilities, and requirements of personnel.
Equal Opportunity Employment

The Oklahoma Department of Career and Technology Education is an equal opportunity organization and will not allow discrimination based upon race, color, national origin, sex, disability, age, veteran status, or any other status prohibited by applicable law. Any comments should be made to Gina Hubbard by phone: (405) 743-5167 or mail: 1500 West Seventh Ave., Stillwater, OK 74074-4398

How to Apply

Position posted for a minimum of 10 calendar days or until position is filled. 

· Current State of Oklahoma employees: please submit cover letter, resume, and three professional references here.

· All other applicants: please submit cover letter, resume, and three professional references here.
For questions concerning recent applications, please contact Rebecca.Clapp@careertech.ok.gov
