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WHEN THERE'S HELP, THERE'S HOPE.



 
Center for Family Life and Recovery, Inc.

EAP Counselor Job Description
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Employment status:  Non-exempt/part time
Qualifications:

1. Required: Master’s degree in Social Work, Counseling, or Human Services, Certification as Employee Assistance Professional and/or Credentialing as Substance Abuse a plus Counselor. Preferred: LMSW or MHC license or other similar.
2. Demonstrated experience and knowledge of issues affecting employees in the workplace including alcohol, addictions, domestic violence, relationships and mental health.

3. Minimum of one year demonstrated skills in assessment and referral counseling.

4. Demonstrated ability in written and oral communications and public speaking.

5. Experience in customer service and account management.

6. Knowledge of, and experience with computers to include email, word-processing, databases.

7. Experience with, and knowledge of Critical Incident Stress Management.

8. Current and valid NYS driver’s license.

Job Responsibilities
1. Provide assessment and referral counseling services to individuals identified through the EAP and in compliance with their agreement.

2. Maintain accurate client records and statistics.

3. Coordinate client care with referral providers and agencies.

4. Maintain confidentiality of clients seen in counseling or referred to EAP.

5. Responds to after hour phone requests on a rotating basis (on-call) with other EAP personnel.
6. Provide customer service to existing full service EAP accounts.
7. Assist with development and maintenance of EAP referral providers and community resources.
8. Assist in development of monthly newsletter as requested by EAP Coordinator.
9. Abide by NASW Code of Ethics.

10. Perform other duties as requested by the EAP Coordinator and Clinical Services Director.

11. Maintain and promote positive work environment!
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