The Job Description

A job description provides a summary of the primary duties, responsibilities, and qualifications of a position.  It is important to reflect priorities and current expectations. 

Components of the job description:

Function: 

Summarize the main purpose of the position within the department/organization in one sentence.

Reporting Relationships

Describe the “chain of command” and the types of supervision the employee will get and will give, indicating the specific job titles of the supervisors and the positions supervised.

Responsibilities

List 4 to 6 core responsibilities of the position and identify several specific duties within each of the core responsibility areas.
Qualifications/Competencies

List required and preferred qualifications, credentials, and competencies in order of importance.  These might include educational requirements (e.g., a high school diploma or equivalency), training or certification as a peer specialist, or specify that the employee must be a person in recovery (e.g. “Be a self-identified current or former user of mental health or co-occurring services who can relate to others who are now using those services” or “Must be a self-disclosed individual with a mental illness)
Note: Texas requirements for Medicaid reimbursement require that a peer provider must have received a high school diploma or a high school equivalency certificate; have at least one cumulative year of receiving mental health services for a disorder that is treated in the target population for Texas; and be under the direct clinical supervision of a Licensed Professional of the Healing Arts (LPHA).  

-From the Texas Certified Peer Specialist Learning Community Implementation Toolkit (Via Hope).

Employment Conditions

Describe any relevant circumstances, such as any physical requirements (e.g., standing, lifting), environmental conditions, unusual work schedule (e.g., rotating shift, on-call hours), and any other requirements (e.g., driver’s license, background check, random drug screen).
Tips from the Small Business Association (http://www.sba.gov):

· A good job description begins with a careful analysis of the important facts about a job, such as tasks involved, methods used to complete the tasks, and the relationship of the job to other jobs.
· It’s important to make a job description practical by keeping it dynamic, functional, and current. 

· Don’t get stuck with an inflexible job description! A poor job description will keep you and your employees from trying anything new and learning how to perform their job more productively. A well-written, practical job description will help you avoid hearing a refusal to carry out a relevant assignment because “it isn’t in my job description.”
http://www.sba.gov/smallbusinessplanner/manage/manageemployees/SERV_JOBDESC.html

Sample Peer Specialist Job Description Components*
Sample function statements

· Provide vision driven hope and encouragement support people in their recovery and assist them in connecting to the community
· Provides opportunities for individuals receiving services to direct their own recovery process (self-determination) and  by acting as an advocate for the needs and rights of persons served
· Works with individuals in groups and on a one-to-one basis to provide recovery training and outreach to individuals who use mental health services in the community
· Shares personal recovery experiences and develops authentic peer-to-peer relationships
· Offers instruction and support to help people develop the skills they need to facilitate their individual recovery

· Informs people served of available service options and choices while promoting the use of natural supports and resources within the community
· Provides peer mentoring and support for individuals with psychiatric disabilities and receiving mental health services
· Assists individuals in navigating the mental health services system and in achieving resiliency and recovery as defined by the person
Sample responsibility statements
· Assist in the orientation process for persons who are new to receiving mental health and/or co-occurring disorders services
· Educate and engage individuals in the Wellness Recovery Action Plan process as a means to recognize early triggers and signs of relapse, and use of individual coping strategies as an alternative to more restrictive services
· Outreach/accompany to ensure the individual is making a successful transition to community integration and is continuing their progress toward recovery goals
· Support the individual in seeking to connect/reconnect with family, friends, significant others and in learning how to improve or eliminate unhealthy relationships
· Provide education and advocacy within the community that promotes awareness of psychiatric disorders while reducing misconceptions, prejudice, and discrimination
· Keep treatment team informed about individual’s strengths, accomplishments and obstacles in relation to their recovery goals
· Complete all required documentation in a timely, legible manner
· Educate professional staff about the recovery process and the damaging role that stigma can play in undermining recovery
· Visit community resources with people using services to assist them in becoming familiar with potential opportunities
· Facilitate (via personal coaching and WRAP groups) the transition from a professionally directed service plan to a self-directed Recovery Plan
· Model personal responsibility, self-advocacy, and hopefulness through telling one’s personal recovery story, how needs are respectfully met, and how a belief in oneself is maintained
· Ensures confidentiality of individual information
· Assess emergency situations, notifies supervisor and/or appropriate clinical and administrative personnel of actual or potential problems
· Exhibits a nonjudgmental approach, effective listening, good eye contact, and positive interactions
Other:

Sample Position (Job) Description
Key Functions and Responsibilities (Key Tasks)  
        Assist peers in choosing, obtaining and keeping wellness and healthy lifestyle related goals. 
        Help a peer work through the process of identifying health and wellness related goals.
        Ask facilitative questions to help peers gain insight into their own personal situations.
        Empower peers to find solutions for health problems and concerns they are facing.
        Help peers to find their own solutions by asking questions that give them insight into their wellness status. 
        Assist in identifying steps to take to achieve a health and wellness related goal.
        Assist peers in strengthening their readiness to actively pursue health wellness. 
        Use a variety of methods, tailored to the individual, to move through the process of setting and reaching health and wellness related goals. 
        Provide structure and support to promote personal progress and accountability.
        Compile and share wellness and healthy lifestyle resources for peers and other staff or supporters.
        Selectively use self disclosure to inspire and support. 
*adapted from job descriptions and materials from Pennsylvania, North Carolina, Recovery Innovations of Arizona, Florida Peer Network Inc., the Transformation Center (Boston, MA), and Collaborative Support Programs of NJ
