	
 JOB DESCRIPTION

                                                                                                                                                          Revised 07/08


	Employee Name:
	

	Date of Hire:
	
	
	Programs:
	

	Job Number:
	
	
	Department:
	

	Job Title:
	
	
	Business Title:
	

	Union Name:
	
	
	Union  Job Title:
	

	Job Family:
	
	
	Exemption Status:
	

	Supervisor Name:
	
	
	Supervisor’s Title:
	

	Effective Date:
	
	
	Date Revised:
	


Position Summary: The Certified Peer Specialist (CPS) performs a range of tasks through individual and group encounters to assist consumers in regaining control over their own lives and over their own recovery process.  The CPS will role model competency in recovery and ongoing coping skills, serve as a consumer advocate, provide information and peer support in their communities, inpatient or emergency settings.  The CPS also provides essential expertise and consultation to other team members in promoting a recovery-oriented culture and practice of service provision and in understanding the consumers’ perspective and subjective experience.  Services are provided in accordance with all existing policies, procedures and regulations and in accord with the mission and value of the company.  

	Qualifications: 
Must have received Peer Specialist Certification upon graduation of the Certified Peer Specialist Training.  In addition, must have a high school diploma or general equivalence degree (GED) and within the last 3 years has maintained at least 12 months of successful full or part time paid or voluntary work experience, or obtained at least 24 credit hours of post secondary education. 


	Responsibilities: 

· Work with consumers in completing an assessment to guide recovery planning

· Assist consumers in articulating personal goals for recovery.

· Assist consumers in determining the objectives/actions needed in order to reach recovery goals.

· Determine interventions based on consumers’ recovery goals.
· Assess progress consumers make toward meeting objectives and recovery goals, guide individuals in making necessary changes to plans and celebrate individual successes. 
· Assist consumers in creating plans for wellness, relapse prevention and crisis planning using tools such as the Wellness Recovery Action Plan (WRAP) and Psychiatric Advance Directive

· Utilize and teach problem solving techniques. 

· Teach consumers how to identify and overcome negative self-talk and fears.
· Support the vocational choices consumers make and assist them in overcoming job-related anxiety.
· Assist consumers with building social skills in the community that will enhance job acquisition and tenure.
· Inform consumers about community and natural supports and how to utilize these in the recovery process.
· Assist consumers in developing empowerment skills through education and self-advocacy.

· Provide insight into the cultural stigma surrounding mental illness and demonstrate effective and appropriate techniques to combat negative stereotyping.
· Assist consumers in obtaining services that suit that individual’s recovery needs.
· Assist the consumer in obtaining decent and affordable housing of his or her choice in the most integrated, independent and least intrusive or restrictive environment.
· Advocate as needed for effective recovery based services.
· Teach and role model the value of every individual’s recovery experience.
· Model effective coping techniques and self-help strategies.

· Offer a non-judgmental forum for listening and providing empathy for the struggles of consumers.
· Collaborate with other formal and informal supports to promote recovery in all service areas. 
· Assist and educate, when appropriate, family members and others to understand possible warning signs and triggers, appropriate supportive responses, wellness measures, and the overall recovery process.

· Assist non-consumer staff in identifying program environments that are conducive to recovery; lend unique insight into mental illness and what makes recovery possible.

· Be a source of positivity and hope that recovery is attainable and can lead to productive, meaningful lives.
· Uphold and support the policies and standards of NHS Human Services.  

· Participate in weekly supervision and attend weekly staff meetings. 

· Complete all required documentation for every consumer encounter.  

· Attend required trainings to maintain Peer Certification (18 credit hours per year).
· Perform other tasks as assigned to support consumer recovery.




	EDUCATION

	EXPERIENCE: Minimal Required


		Less than high school diploma

		None


	X

	High school diploma or equivalent

		Less than one (1)year


		High school plus some college, business or technical

		1-3 years-Supervisory Experience


		2-year/Associate Degree

		3-5 years


		4-year/ Bachelor Degree

		More than 5 years


		Graduate/ Master Degree

	X

	Other (explain): With in last 3 years has worked or


		Post Graduate Degree

		Volunteered for at least 12 months or 24 credit hours


		License Certification

		Of post secondary education



	Additional Educational Requirement(s): 

Complete peer specialist certification training curriculum

Complete 18 hours of continuing education training per year with 12 hours specifically focused on peer support or Recovery 

Practices, or both, in order to maintain peer specialist certification.  

_____________________________________________________________________________________

COMPETENCIES & SKILLS

X

Read/ Comprehend written instructions

X

Problem Solving

X

Verbal

X

Supervision

X

Interpersonal

X

Public speaking

X

Customer Relations

X

Analytical

X

Mathematical

X

Teamwork

X

Grammar/ Spelling

X

Organizational

Computer :       (Specify)( word processing
Transcription:  (Specify)(      
Other:              (Specify)(  

MENTAL AND EMOTIONAL REQUIREMENTS

	X
	Manage stress appropriately

	X
	Make decisions under pressure

	X
	Manage anger/fear/hostility/violence of others appropriately

	X
	Handle multiple priorities 

	X
	Work alone

	X
	Work in areas that are confined and/ or crowded


DEGREE OF SUPERVISION REQUIRED   (Please check one of the following)
	
	CLOSE SUPERVISION: Individual does not use own initiative, but is instructed by supervisor as to the solution and selection of proper procedures to follow.

	X
	MODERATE SUPERVISION: Involves guidance and direction by immediate supervisor.

	
	LIMITED SUPERVISION: Individual proceeds on his/her own initiative, in compliance with policies, practices and procedures prescribed by immediate supervisor.


EQUIPMENT USED   (Please check all that apply)
	X
	Photocopy Machine
	
	Pager/ Beeper
	
	Transcription/ Dictation Equip.

	X
	Fax Machine
	
	Loudspeaker/ Paging System
	
	Calculator

	
	Postage Meter/ Scale
	
	VCR
	X
	Computer (Specify)PC

	
	Shredder
	
	Television
	
	

	
	Typewriter
	
	Washer/ Dryer
	X
	Software   (Specify)Word, Excel

	X
	Telephone
	
	Microwave
	
	

	X
	Answering Mach./Voice Mail
	
	Gas/ Electric Oven
	
	Other        (Specify)( Auto


WORKING CONDITIONS (Please check one of the following)
	
	INSIDE:  Spends approximately 75% or more of time inside.  Inside work has good ventilation, comfortable temperature.

	X
	OUTSIDE:  Spends approximately 75% of time outside.

	
	BOTH: The activities occur inside or outside in approximately equal amounts.


HAZARDS (Please check all that apply to the position)
	
	Exposure to toxic/caustic/ chemical detergents
	
	Exposure to high pitched noises

	
	Exposure to extreme conditions, hot/ cold
	X
	Exposure to communicable diseases

	
	Exposure to dust/ fumes/ gasses 
	X
	Exposure to blood and/ or body fluids

	
	Exposure to mechanical parts
	
	Exposure to excessive sunlight or work outdoors

	
	Exposure to potential electric shock
	
	Unprotected heights

	
	Exposure to x-ray/ electromagnetic energy
	
	CRT (computer) monitor

	
	Exposure to cigarette smoke
	
	Exposure to strong odors

	
	Exposure to cellular telephones
	
	Operating heavy equipment

	
	Other (Specify)      


	PHYSICAL REQUIREMENTS/ ACTIVITY:


DEFINITIONS (Please check one category)

	X
	SEDENTARY WORK:
	Prolonged periods of sitting and exert 10lbs of force occasionally.

	
	LIGHT WORK:
	Exert up to 20lbs of force occasionally, and/ or up to 10lbs of force frequently.

	
	MEDIUM WORK:
	Exert up to 50lbs occasionally, and/ or up to 20lbs frequently, and/ or up to 10lbs continuously.

	
	HEAVY WORK:
	Exert up to 100lbs occasionally, and/ or 50lbs frequently, and/or over 20lbs continuously

	
	VERY HEAVY WORK:
	Exert over 100lbs force occasionally, and/ or over 50lbs frequently, and/ or over 20lbs continuously.


Evaluate the requirements and activity percentage 

in time for this position based on the following:  (Please see definitions)

	1- Not at all (0%)
	2- Occasionally (1-33%)
	3- Frequently (34-66%)
	4-Continuously (67-100%)


	1
	2
	3
	4
	
	1
	2
	3
	4
	

	     
	X
	     
	     
	Climbing
	     
	X
	     
	     
	Lifting

	X
	     
	     
	     
	Balancing
	     
	X
	     
	     
	Fingering

	X
	     
	     
	     
	Stooping
	     
	     
	X
	     
	Grasping

	     
	X
	     
	     
	Kneeling
	     
	     
	X
	     
	Feeling

	     
	X
	     
	     
	Crouching
	     
	     
	X
	     
	Talking

	X
	     
	     
	     
	Crawling
	     
	     
	X
	     
	Hearing

	     
	X
	     
	     
	Reaching
	     
	X
	     
	     
	Repetitive Motions

	     
	     
	
	X
	Standing
	     
	     
	     
	X
	Reading

	     
	     
	
	X
	Walking
	     
	     
	     
	X
	Writing

	X
	     
	     
	     
	Pushing
	     
	     
	     
	X
	Driving

	X
	     
	     
	     
	Pulling
	     
	     
	     
	X
	Sitting

	     
	     
	     
	X
	Seeing
	X
	     
	     
	     
	Distinguishing Colors


DEFINITION OF PHYSICAL ACTIVITY

	CLIMBING
	Ascending or descending ladders, stairs, scaffolding, ramps, poles, and the like.  Using feet and legs, and/or hands and arms.  Body agility is emphasized.  This factor is important if the amount and kind of climbing required exceeds that required for ordinary locomotion

	BALANCING
	Maintaining body equilibrium to prevent falling, when walking, standing, or crouching on narrow, slippery or erratically moving surfaces.  This factor is important if the amount and kind of balancing exceeds that needed for ordinary locomotion and maintenance of body equilibrium.

	STOOPING
	Bending body downward and forward by bending spine at the waist.  This factor is important if it occurs to be a considerable degree and requires full use of the lower extremities and back muscles.

	KNEELING
	Bending legs at knee to come to rest on knee or knees.

	CROUCHING
	Bending the body downward and forward by bending leg at spine.

	CRAWLING
	Moving about on hands and knees or hands and feet.

	REACHING
	Extending hand(s) and arm(s) in any direction.

	STANDING
	Particularly for sustained periods of time.

	WALKING
	Moving about on foot to accomplish tasks, particularly for long distances.

	PUSHING
	Using upper extremities to press against something with steady force to thrust forward, downward or outward.

	PULLING
	Using upper extremities to exert force in order to draw, drag, haul, or tug objects in a sustained motion.

	LIFTING
	Raising objects from a lower to a higher position or moving objects horizontally from position to position.  This factor is important if it occurs to a considerable degree and requires the substantial use of the upper extremities and back muscles.

	FINGERING
	Picking, pinching, typing, or otherwise working, primarily with fingers rather than the whole hand or arm as in handling.

	GRASPING
	Applying pressure to an object with fingers and palm. 

	FEELING
	Perceiving attributes of objectives, such as shape, size, temperature, or texture by touching with skin, particularly that of the fingertips.

	TALKING
	Expressing or exchanging ideas by means of the spoken word.  Those activities in which they must convey detailed or important spoken instructions to other workers accurately, loudly, of quickly.

	HEARING
	Perceiving the nature of sounds with no less than a 40 dB loss at 500 Hz, 1,000 Hz and 2,000Hz with or without correction.  Ability to receive detailed information through oral communication, and make fine discriminations in sound, such as when making adjustments on machined parts.

	READING
	Looking at carefully so as to understand the meaning of something written, printed, etc.

	WRITING
	Expressing or communicating in written form; giving a written account of.

	DRIVING
	Operating a vehicle; may include transporting others.

	SITTING
	Being seated with the body supported by the buttocks or thighs.

	SEEING
	Perceiving with the eyes; looking at.

	DISTINGUISHING COLORS
	Having non-defective color perception.

	REPETITIVE MOTIONS
	Substantial movements (motions) including, but not limited to, the wrists, hands and/or fingers.


	Training Requirements:  Indicate which training is required for this position by placing and “X” in

 the either the Yes or No box. If a specific training is not indicated, please add it to the appropriate section.                                            
	
	

	Corporate Training:
	Yes
	No

	
	
	

	
	
	

	
	
	

	
	
	

	University Courses:
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Program Training:
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


POSITION STANDARDS (Standards upon which the Performance Appraisal will be based)

STANDARD I
	Job Knowledge / Productivity:

Completes position responsibilities following established guidelines & protocols within the 

appropriate time frame.

	1.  Completes work within appropriate time frame.  

	2.  Ensures accuracy and completeness in job tasks.

	3.  Performs work accurately and in a timely manner in periods of increased workload and high stress.

	4.  Demonstrates the ability to set priorities and optimally use work time.

	5.  Demonstrates good judgment in handling situations not covered by written or verbal instructions.

	6.  Demonstrates a thorough knowledge of policies and procedures and best work practices.

	7.  Follows through with assignments and seeks guidance and direction from supervisor if unable to   

    complete the task.

	8.  When assigned work is completed, seeks additional tasks to be done.

	9.  Performs duties in a cost-effective manner.

	10.  Exhibits willingness to master new skills.

	11. Participates in Performance Improvement activities as needed to continually improve performance.

	12. Complies with laws, regulations, mandatory practices and NHS policies.


STANDARD II

	Communication / Interpersonal Skills:

Demonstrates good skills in all forms of communication.  Works well with others in a spirit of teamwork and cooperation.

	

	1. Accepts and acts upon suggestions for improved performance. 

	2. Provides input, suggestions for improved performance.

	3. Maintains composure and professionalism during difficult situations.

	4.  Interacts, collaborates and communicates with others in a way that promotes a positive and 

     cooperative work environment.

	5.  Communicates problems, status of work assignments and other relevant issues to supervisor or others

    as appropriate.

	6.  Demonstrates effective appropriate verbal, non-verbal and written communication. 

	7.  Recognizes and respects others’ culture, values, opinions, judgment, capabilities, and contributions.

	8.  Demonstrates initiative and enthusiasm in performing job duties. 

	9.  Willingness to adjust personal schedule in case of workload fluctuations or other departmental needs.


STANDARD III

	Training/ Education/ Development/ Initiative:

Maintains education and development appropriate for position.

	

	1. Demonstrates competence in new work routines, methods and techniques.

	2. Utilizes written policies, procedures and protocols to clarify uncertainties.

	3. Exhibits knowledge of current trends & practices, would implement changes as directed.

	4. Demonstrates self-motivation in performing job duties.

	5. Conducts or assists with department orientation as required.

	6. Attends department meetings on a regular basis.

	7. Attends department in-service programs as required.

	8. Completes pertinent annual requirements independently.

	9. Assists in the learning process, development and education of staff as appropriate.

	10. Demonstrates a thorough knowledge of work practices, emergency procedures and personal

          protective equipment as appropriate.

	11. Exercises competence in the effective and safe use of all equipment including protective equipment.


STANDARD IV

	NHS/ Department/ Program/ Policies and Procedures:

Adheres to established NHS and department/ program guidelines and protocols.

Supports NHS mission, values and goals.

	

	1.  Supports NHS and department mission, goals, and objectives.

	2.  Adheres to the NHS Code of Conduct.

	3.  Maintains confidentiality and limits access to consumer/ employee information on a job related 

   “need to know” basis whether in verbal, written or electronic format.

	4.  Adheres to NHS/ department/ program dress code and where required, includes wearing a name 

   badge at all times while on duty.

	5.  Adheres to meal and rest breaks according to NHS/ department/ program policy and /or schedule.

	6.  Maintains a clean and organized work area.

	7.  Submits advance request for scheduled time off according to NHS/ department/ program/ policy

    using the “Planned Absence Request Form”.

	8.  Notifies appropriate person in a timely manner of unplanned absences or tardiness.

	9.  Appropriately completes time card.

	10.  Promotes excellence in customer service and conducts duties in a positive, courteous and respectful

      manner to all individuals.

	11.  Advocates for the needs for all persons served by NHS.

	12.  Promotes and demonstrates sensitivity to the service populations’  cultural and socio-economic

           backgrounds.

	13. Establishes formal and informal activities to support and foster adherence to laws, regulations, payer requirements and ethical business practices. 

	14. Establishes consistent standards, supports integrity training requirements, and promulgates best

 practices. 

	15. Ensures all staff complete integrity training.

	16. Understands the Integrity Program and knows the legal requirements of his/her job.  

	17. Reports and/or ensures that staff report suspected non-compliance and unethical behaviors.  

	18. Ensures staff right to report issues to the helpline without fear of reprisal, reprimand or other negative consequences.  

	19. Supports the Integrity Program by integrating compliance monitoring into every aspect of performance with the goals of improving quality performance and preventing compliance violations.  

	20. Understands and complies with HIPAA regulations as well as NHS policies and procedures 

           regarding HIPAA.

	21. Ensures all Workers Compensation documents are completed and faxed within 24 hours.


STANDARD V 
	Position-Specific Performance Criteria/ Essential Job Functions/Objectives

	

	1.         

	2          

	3.         

	4.         

	5.         

	6.         

	7.         

	8.         

	9.         

	10.       

	11.       

	12.       


COMPETENCIES  
	Position-Specific Competencies

	1.

	2.

	3.

	4.


I have reviewed these job requirements and verify that I can perform all essential functions of this position with ____ or without____ (please check one) reasonable accommodation.  I have also reviewed Standards 1 to V and understand that these are part of the criteria on which I will be evaluated. 

	Employee Signature:


	Date
	Supervisor Signature
	Date


_______Initials (Employee) _______ Initials (Supervisor)

1

