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The mission of the Belmont County Board of Developmental Disabilities is to encourage, support, and respect people on their journey through life.
POSITION DESCRIPTION
Position Title:	Transition Navigator
Department:		Service and Support Administration
Reports to:		Director of Service and Support Administration		
FLSA Status:	Non-Exempt
Hours Worked:	Full-Time		40 hrs./week		2080 hrs./year
Effective Date:	January 2026		
Position Summary
Under general supervision of the Director of Service and Support Administration, this role is responsible for helping people with developmental disabilities and their families plan for and move into adulthood. The focus is on understanding options, making informed choices, and connecting to the right supports as a person leaves school and enters adult life.  A Transition Navigator educates, guides, and supports people and their family to make decisions that reflect the person’s goals, strengths and preferences. This position is also responsible to facilitate communication with outside groups and organizations to promote independence in adult life.  This could include, but is not limited to supported living opportunities, self-advocacy groups, Special Olympics, etc.

Essential Duties and Responsibilities

1. Continue fostering relationships with local public school districts and local Career Centers. This includes meeting regularly, identifying possible students that could benefit from services and link with resources as needed.
2. Assist individuals and families with decision making and legal options, such as explaining types of guardianship and alternatives; teaching supported decision making options; and helping families understand rights, responsibilities, and impacts of each choice.
3. Facilitate employment and career planning.  This could include exploring competitive integrated employment; understanding vocational rehabilitation services; connecting to job training, internships, and employment supports; and discussing workplace accommodations and expectations.
4. Monitors, evaluates and reports on individual’s on-going current job satisfaction and identifies challenges to continued employment, as well as ensuring business satisfaction with the process.
5. Provides education and training on post High School services and supports.  Options could include college, trade schools, and career programs; adult education, certificates, and continuing education; and disability services that are available in post-secondary education.
6. Serves as the point of contact with Opportunities for Ohioans with Disabilities (OOD).
7. Coordinates referral for OOD services and completes follow up as needed to ensure all team members are aware of meetings/status of referral.
8. Meets monthly with OOD Counselors to review each case and provide update to team members.
9. Implements person-centered employment support plans regarding career, life, and community integration.  Shares at annual ISP and any time a change is being requested.  Copy will be provided for inclusion with ISP.
10. Provides benefit education on SSI/SSDI, Medicaid and work incentives. This could also include explaining payeeship, self-management, and completing or coordinating the completion of a Benefits Analysis to detail how employment might effect benefits.
11. Maintain credentials needed to complete Benefits Analysis assessments as needed. 
12. Participates in job-related training and communicates with providers, schools, community agencies to maintain a current base of knowledge and expertise regarding employment services.
13. Collaborates with Transition Specialist for Skill Building to Transition. 
14. Facilitates communication with outside groups and organizations to promote independence in adult life.  This could include, but is not limited to supported living opportunities, self advocacy groups, Special Olympics, etc.
15. Acts as the main point of contact for technology supports.
16. Participates in technology webinars and other Regional/Statewide forums to learn more about technology opportunities and share with team members.
17. Coordinate opportunities for technology vendors to share services and equipment available, including the yearly Technology Fair.
18. Some duties of this position will require a person to work outside typical working hours.
19. Completes case noting for Targeted Case Management (TCM).
Other Related Duties and Responsibilities
1. Follows all policies and procedures of the Belmont-Harrison-Noble County Boards of DD as well as all laws applicable to the position.
2. Maintains necessary records and completes reports in a timely and accurate manner.
3. Represents the SSA team on standing and ad hoc committees within the organization.
4. Attends meetings and conferences as requested. 
5. Performs other related duties as required.
Required Qualifications
1. Bachelor’s Degree in Special Education, Social Work or closely related discipline.
2. Knowledgeable in the areas of self-determination and self-advocacy.
3. Excellent communication and relationship building skills.
4. Minimum one year work experience with people with developmental disabilities.
5. Strong computer skills, including knowledge of Microsoft Office software.
6. Certification – Services and Support Administration per OAC 5123:2-5-02.
7. Ability to obtain certification as a Work Incentive Practitioner (WIP).
8. Satisfactory comprehensive background checks pursuant  to OAC 5123:2-2-02.
9. Valid drivers license.
Skills and Abilities
1. Time Management - Understands the full scope of functions assigned and the relationship of the position to all other positions within the organization.  Remains aware of current trends in the field.  Applies experience and knowledge effectively.
2. Problem Solving/Decision Making - Utilizes applicable rules, regulations, and policies as a foundation for decision making. Applies innovative thinking, gathers all relevant information and explores all possible options. Operates with a proactive approach to service coordination, staying aware of all issues and taking appropriate actions to minimize and prevent issues from developing into problems.
3. Communication - Promotes a positive and friendly environment, where everyone is treated with dignity, respect, and inclusivity.  Exercises professionalism as a representative of this agency in all external and internal communications, both written and oral. Employs active listening skills to gain meaningful insight into what people truly need and value. Receives and responds to concerns and feedback with thoughtfulness and integrity.
4. Team Effort/Cooperation - Works collectively with all county board departments. Displays the ability to take initiative in leading as well as supporting.  Provides and accepts constructive criticism in a respectful manner.
5. Knowledge of Job - Understands the full scope of functions assigned. Articulates and promotes the philosophy of the county board. Applies experience and knowledge effectively.
6. Adherence to Safety Protocols and Training – Understands the rules and procedures specific to your role and the workplace.  Knows and follows emergency operating procedures.  Stays updated on county board and personnel policies and procedures.  

Working Conditions and Physical Requirements
1. May be exposed to blood borne pathogens, communicable diseases, and/or aggression in situations of personal conflict or crisis. 
2. May be requested to lift, carry, and move children in a safe manner, according to in-service training. 
3. Must be able to operate a county vehicle, including the safe transportation of persons-served to appointments, programs or other destinations as required.                           
4. Must be able to safely lift, carry, push, and pull up to 50 pounds as part of routine job duties and perform physical tasks such as bending, reaching and standing for extended periods
5. Works a flexible schedule, at times, to meet the needs of the County Board.


This position description serves as an overview of the position and in no manner states or implies that these are the only duties and expectations required.  Administration reserves the right to modify the contents of this document at any time. By signing, the employee certifies that he/she has reviewed the position description and is aware of the duties and expectations of the position.

Employee Signature:	________________________________________________	Date:___________________


Supervisor Signature: _______________________________________________   Date:___________________

The Belmont County Board of Developmental Disabilities is committed to diversity, equity, and inclusion.
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