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Center for Family Life and Recovery, Inc.

Employee Assistance Program Trainer/Account Specialist– Job Description

[image: image1.jpg]Reports to:  EAP Coordinator
Employment status:  Exempt/part time-14 hours/week
Qualifications:

1. Required: An Associate’s or Bachelor’s degree in social work, counseling, human services, communications, or education. Preferred: Master’s degree and/or Certification as Employee Assistance Professional and/or Credentialed as a Substance Abuse Counselor

2. Demonstrated experience and knowledge of issues affecting employees in the workplace including alcohol, addictions, domestic violence, harassment, stress, relationships and mental health.

3. Minimum of one year demonstrated skills in providing training

4. Experience in customer service and account management

5. Demonstrated organizational skills, scheduling, and data tracking

6. Demonstrated computer including knowledge of and experience with computers to include word-processing, PowerPoint and email
7. Current and valid NYS driver’s license

Job Responsibilities:

1. Provide customer service to existing full service EAP accounts

2. Coordinate, plan, schedule and provide EAP Employee Orientations, EAP Supervisory Referral Training, and any other EAP training topic as requested by EAP client companies

3. Develop new training curricula as necessary

4. Revise existing curricula to tailor to the needs of audience

a. Create visuals and activities for already existing curriculum that appeals to different learning styles

5. Oversee development and maintenance of annual training catalog and distribute such to client companies

6. Complete all reporting necessary to invoice for trainings completed for client companies

7. Utilize formal evaluations for each training provided

8. Create, organize counselor’s contributions, and distribute monthly EAP Newsletter to client companies
9. Attend professional development opportunities such as EAPA chapter meetings

10. Attend EAP health/benefit fairs to represent the EAP as necessary
11. Create materials to help promote trainings as requested

12. Perform other duties as requested by the EAP Coordinator
13. Abide by the National Association of Social Workers (NASW) Code of Ethics

14. Participate in one agency committee of choice
15. Promote a positive workplace environment
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