Industry Program Specialist

                                                                Job Code ACV39021

STATE OF ARIZONA JOB CODE SPECIFICATION

	FLSA:
	NEXP
	Job Code:
	ACV39021

	Job Class Code:
	660
	Salary Schedule:
	AREG

	EEO Category:
	04
	Grade:
	17
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	Job Code Established:
	03/02/92
	Effective Date:
	

	Job Code Revised:
	01/30/95
	Effective Date:
	

	Job Code Revised:
	11/14/05
	Effective Date:
	12/08/05


JOB CODE SERIES:  Public Protection and Public Order Series



JOB CODE TITLE:
 INDUSTRY PROGRAM SPECIALIST
HRIS TITLE:

 INDUSTRY PRG SPCT
CHARACTERISTICS OF THE JOB CODE:   Under general supervision, mentors, teaches, coordinates, arranges and monitors inmates in jobs in work skill acquisition in  public and private sector agencies and industries; escorts inmates to and from work sites; visits work sites to review, discuss and evaluate performance of inmates; discusses and resolves work related problems with employers; prepares and maintains documentation for inmate files; discusses and assists in resolving inmate problems with the Care and Treatment team members.

EXAMPLES OF DUTIES:  Individual positions may be responsible for some or all of the listed duties and/or other related duties.  Devises a work schedule for self and inmates on a periodic basis.  Plans and coordinates with local governmental jurisdictions, private sector and community-based organizations representatives to arrange jobs for inmates.  Gathers and compiles the necessary information about jobs and employers to enable a contractual agreement to be established.  Coordinates with proper agency officials to arrange inmates time and work on the job; coordinates with work site manager, supervisors and other representatives to investigate work sites to assure compliance with all safety requirements.  Inspects work sites; assures all program agreements are in place and inmates are performing as required.  Assists in resolving employment and work-related problems through providing advice and mediation methods and techniques.  Arranges or provides transportation for inmates to and from work sites and other related trips.
Participates as member of a classification committee to promote availability of work forces; ensures proper evaluations and transfers of inmates.  Works closely with work program representatives to provide guidance, establish priorities and arrange timely inspections of work activities and facilities.  Maintains close contact with care and treatment team members; advises on problems with inmates; seeks advice and assists in resolving problems.  Confers with superior; discusses problems; gives and receives information helpful to work system; participates in decision-making and problem-solving.  Attends unit staff meeting under direction of supervisor; listens, provides and receives information; participates in decision-making and problem-solving.  Performs related work as required.

WORK CONDITIONS:  Shift work overseeing inmate workers in or outside of the institution.
KNOWLEDGE, SKILLS AND ABILITIES (KSAs):

Knowledge of: Federal, State and agency laws, rules, regulations and policies governing inmates in work programs.  Principles and practices of crisis intervention, interviewing and evaluating, public relations, and observing and determining work habits, attitudes, health problems and capabilities.  Principles and practices of operating commercial vehicles on the highways transporting inmates; job safety requirements including mandates from OSHA; policies and procedures of the work system.

Skill in/Ability to:   Establishing and maintaining proper working relations between inmates and employers and resolving problems.  Interviewing and selecting inmates for appropriate placement in available job.  Observing work habits, attitudes, health problems and capabilities and determining changes as appropriate.  Motivating inmate workers and correcting work-related problems.  Operating commercial vehicles on open roads transporting inmates.  Observing, detecting and resolving unsafe work conditions on the job for the protection of inmates.  Maintaining prescribed security and control of inmates during transporting; performing accurate counts of inmates; the timely transporting of inmates to work sites; assisting in planning and coordinating work programs.  Applying and interpreting Federal, State and agency laws, rules, regulations, policies and procedures governing inmates in work programs.  Methods and techniques of crisis intervention.  Oral and written communication with regard to formats and contents in a correctional system.  Interpersonal relationships with inmates and community representatives.   Maintaining a calm and even temperament during stressful conditions.

KSAs are typically obtained through experience and/or education in: 

· Prefer one year of experience as a Correctional Officer II; OR 
· Professional experience in job placements or training, social work, correctional services or other closely related work; OR
· Correctional training or Criminal Justice Education
Any combination of training and experience that meet the knowledge, skills, and abilities (KSAs) may be substituted. 

SPECIAL SELECTION FACTORS: A current Arizona driver's license appropriate to the assignment is required at the time of appointment; may require a CDL.

