Jack Zetlin LMHC, CRC
Coordinator, Next Step ACE Program
Project Renewal, Inc.
200 Varick Street – 9th Fl
New York, NY 10014
P: 212-620-0340 x374
F: 212-620-5841
E: Jack.Zetlin@projectrenewal.org
 
 Jack Zetlin LMHC, CRC
Coordinator, Next Step ACE Program
Project Renewal, Inc.
200 Varick Street – 9th Fl
New York, NY 10014
P: 212-620-0340 x374
F: 212-620-5841
E: Jack.Zetlin@projectrenewal.org
[bookmark: _GoBack]  [image: ]
image1.emf



PROJECT RENEWAL 
POSITION AVAILABLE 



 
ACE EMPLOYMENT SPECIALIST 



NEXT STEP PROGRAM 
 
ACE is an Assisted Competitive Employment program for mentally ill individuals who seek 
meaningful jobs in the competitive employment market.  The program is part of Project 
Renewal’s Next Step division.  The ACE Employment Specialist will work one-on-one with clients 
to assess their capability and experience and to develop and implement vocational plans that 
provide them with the tools they need to find and retain employment. This will include 
preparing resumes, conducting mock job interviews, responding to job leads, assisting clients 
applying to on-line positions and providing extensive retention support.    
 
Reporting to the Coordinator of the ACE program, duties include: 
 



 Assessing client vocational skills and limitations. 



 Developing highly customized employment plans for each client. 



 Completing all client documentation, including weekly and monthly case notes that 
record services provided and outstanding issues to be addressed.  



 Enter client information and progress into Salesforce, NYESS and the NYC Portal. 



 Helping clients prepare resumes and cover letters. 



 Helping clients learn to interview effectively. 



 Assisting clients in applying for on-line positions. 



 Advocating on a client’s behalf in all job related issues (post employment). 



 Providing retention support including regular in-person or phone/email contact. 



 Providing supplementary vocational counseling to clients when necessary. 



 Communicating daily with other members of the ACE team, Next Step team and general 
Project Renewal staff. 



 Attending weekly ACE staff meetings and one-on-one supervision. 



 Scheduling and conducting outreach for client recruitment. 
 



Qualifications 
Masters degree in mental health, psychology, social work or related field is preferred.  Excellent 
presentation and writing skills a must.  Bilingual Spanish preferred.  Two years previous 
vocational experience required.  Knowledge MS Office is essential. 
 
To apply: e-mail resume and cover letter indicating position and salary requirements to: 



careers@projectrenewal.org EOE.  11/25/2015 
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