	Northeast Arc, Inc.
JOB DESCRIPTION

	Title:  Spotlight Program Head Counselor
	Division:  Family Support

	Supervised by: Spotlight Program Director
	Supervises:  No responsibility for the work of others.

	Description/Responsibility: The Spotlight Program offers an array of therapeutic services designed to foster development of social-emotional competence and confidence for youth ages 6-22 who struggle to navigate the social world.  The Spotlight Program Head Counselor is responsible for overseeing a group of 4-9 program participants.  The Head Counselor works closely with the Support Counselor(s) and is responsible for ensuring the effective implementation of the program curriculum and that the needs of the students and the program are being met. The Spotlight Program hires Head Counselors to work during Afterschool, Saturday, Vacation Week, and Summer Programs.  The Head Counselor is a per diem position.

	Duties: 

1. Attend program as scheduled.  Call the Outreach Coordinator or Program Director a minimum of two hours before the start of your group if you are sick.  Due to the structure and consistency needed by the students Spotlight serves, we ask staff to make every effort to attend work on all scheduled days and do not have allowances for vacation time.  

2. Attend pre-program orientation and training as well as all administrative meetings, trainings, and planning sessions as assigned.

3. Implement a Social Pragmatics curriculum involving dramatic training and improv games, positive social reinforcement, and age-appropriate motivators.  
4. Direct group participants and dynamics.  Use group management and individual intervention strategies in order to lead the group through the scheduled activities and regulate the group’s momentum and energy.  

5. Be creative. Adapt instruction and materials according to the needs of the program participants. Ensure that all curriculum and schedule changes adhere to the program model.  
6. Assist in the maintenance, upkeep, and dynamics of said curriculum as it changes to accommodate the needs of the group.
7. Aid in production of original dramatic work by the students. Summer Only.

8. Attend supervision and clinical meetings with Program and/or Clinical Director throughout the semester.  Be an active participant in your supervision process; this includes setting learning goals for yourself in discussion with your supervisor.

9. Oversee Support Counselor(s). Be an active participant in their supervision process. Provide positive as well as constructive feedback.  

10. Maintain close contact with leadership staff regarding progress and incidents during sessions.  Enlist leadership staff support to provide consultation and supervision as needed.
11. Establish rapport with program participants.  Model positive behavior.  Have fun and learn something new!

12. Create a welcoming environment.  Maintain strong communication with families to ensure satisfaction with the Program and increase opportunities for generalization of skills.  Communicate with leadership staff when follow-up communication with families is needed.
13. Aid in arrangement of and participate in community trips for the students throughout the session.  Transport participants in your personal vehicle and purchase supplies/admission fees as needed.  Reimbursement will be provided.

14. Account for attendance of students at each session.

15. Oversee and coordinate the completion of daily group logs, evaluative communication sheets, incident reports, and other assigned paperwork in a timely manner.  Aid new staff in efficient writing of group logs and communication sheets.  Ensure deadlines are met when assigned.

16. Safety:
· Maintains a clean and safe work environment as determined by Northeast Arc policies.

· Have current First Aid/CPR certification. 

· Follow Universal Precautions at all times.

· Wear protective equipment (i.e. gloves, masks, eyewear, etc.) as necessary.

· Maintain the rules of confidentiality in accordance with HIPAA

· Follow behavioral management and discipline guidelines.  Apply them in a calm, positive, controlled manner.
17. Any other duties that, from time to time, may be required.

	Works Closely With: Spotlight Program Director, Spotlight Program Counselors

	Requirements:  

1. Enrolled in Master's program or graduate of Bachelor’s program, preferably in a related field (e.g., music therapy, expressive arts therapy, theater, social work, speech therapy, education, counseling, vocational rehabilitation, occupational therapy, or psychology). 

2. Minimum of three years prior experience working with children and adolescents; minimum one year experience working with individuals with special needs. 

3. Minimum of one year prior experience leading and managing groups of children or adolescents.

4. Desire to help youth aged 6-22 who struggle with social pragmatics develop and maintain social-emotional competence and confidence.

5. Ability to maintain positive relationship with youth.
6. Desire to work in a team-based environment and strong team-building skills.

7. Strong interpersonal skills and team-building skills for working with participants, coworkers, and client families.

8. Strong problem-solving skills.

	Salary: $15.50 / hr
	

	UFR job classification:  
	Overtime status:  Exempt

	Approved by:
	Date: December 15, 2011


