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Position: Lead Job Coach - Sephora FLSA: Non-Exempt
Report To: Assistant Director of Career & Logistics Updated: 03.29.22
Job Summary:

The Job Coach is responsible for the training of participants in SEPHORA workplace training
program work site. The job coach will utilize specified teaching techniques to instruct
participants in designated jobs within the Sephora work site. The job coach ensures all assigned
worksites are maintained to the highest quality standards. Implements Capability Health &
Human Services and Sephora’s mission & values by providing participants the opportunity for
employment in a competitive integrated setting.

Essential Functions and Responsibilities:

e Responsible for networking with Vocational Rehabilitation for referrals and conducts
interviews then select the appropriate trainee for the work program

e Responsible for teaching soft skills training to the Sephora trainees.

e Orients, trains and supervises participants to Sephora policies and procedures including
safety precautions and provides job coaching.

e Responsible for requesting and receiving authorization from Vocational Rehabilitation
for trainee billing for services provide and works directly with Capability Health & Human
Services accounting department to ensure billing accuracy.

e Performs duties independently which includes pick, put wall and pack.

e Utilizes training techniques to instruct participants in specific task, work skills, habits
and behaviors.

e Foster and promotes the inclusion of individuals with disabilities in the work place.

e Ensures quality and performance standards are maintained according to job
specifications of Sephora’s work site (which may include performing the job in the
participant’s absence) while still exercise the ability to hold all participants accountable.

e Responsible for documenting and reporting compliance per Capability Health & Human
Services. Provides weekly, employment verification and 30 day reports to Vocational
Rehabilitation Counselor and Assistant Director of Career & Logistics.

¢ Participates in meetings with Sephora and State Vocational Rehabilitation.

e Responsible for check request for trainee’s wages and completing contract billing with
Sephora.

e Responsible for hiring, training, coaching, and performance reviews for Job Coach staff.

e Other duties as assigned.

Skills and Abilities:
e Demonstrates exceptional communication skills, relationship building, and problem-
solving skills.
e Ability to maintain relationship with Nevada Department of Employment, Training and
Rehabilitation.
e Ability to read and interpret documents such as policies and procedures manuals.
e Ability to conduct background checks
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Ability to work with people with disabilities.

Ability to solve practical problems and to interpret a variety of instructions furnished in
written and oral.

Demonstrates basic computer skills.

Follow Capability Health and Human Services and Sephora’s dress code.

Hours of work are based on programmatic and Sephora’s business needs. Must be able
to have flexible work schedule which may include working evenings and weekends and
mandatory overtime.

Qualifications (education, training, experience, licenses)

High school diploma or equivalent.

Minimum of two (2) year of experience serving individuals with disabilities must include
some kind of teaching, training, mentoring and/or coaching.

Successful completion of E-Rehab Nevada Job Coaching Training

First Aid/CPR certification.

Valid Nevada driver’s license required and reliable transportation

Physical Demands and Work Environments:

(The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.)

While performing the duties of this job, the employee is regularly required to stand, use hands to
handle or feel objects, tools or controls, frequently talk or hear, reach with hands, lift arms above
and below shoulder level, occasionally required to sit, stoop and kneel. The employee must be
able to lift and/or move up to 30Ibs. Occasionally lift and/or move up to 30Ibs. The noise level
will be moderate and/or occasionally loud.

Disclaimer:

This is not necessarily an exhaustive list of all responsibilities, duties, skills, efforts,
requirements or working conditions associated with the job. While this is intended to be an
accurate reflection of the current job, management reserves the right to revise the job or to
require that other or different tasks be performed as assigned.

Employee Name (please print)

Employee Signature Date
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