JOB DESCRIPTION

POSITION TITLE:	WORKFORCE DEVELOPMENT SPECIALIST 
FLSA STATUS:	Non-Exempt
REPORTS TO:	Career Services Program Manager

Critical features of this job are described under the headings below.  They may be subject to change at any time due to reasonable accommodation or other reasons.  

JOB SUMMARY:

The Workforce Development Specialist performs routine employment work. Work involves conducting interviews to assess client needs, disseminating information and facilitating access to workforce development programs, and providing employment counseling services. Works under moderate supervision with limited latitude for the use of initiative and independent judgment.

PRIMARY DUTIES AND RESPONSIBILITIES: 
· Manage the 10-week list, conduct required outreach, and ensure all participants receive timely workforce services.
· Conduct interviews and assessments to determine customer’s skills, employment goals, and service needs.
· Provide one-on-one career counseling, job search support, resume guidance, and interview preparation.
· Track progress, maintain accurate case notes, and complete follow up within required timelines.
· May conduct group orientations and facilitate job readiness workshops and employment planning sessions for customers. 
· Assist employers with job postings by writing and entering in WorkInTexas.com.
· Uses WorkInTexas.com to search for qualified unemployment insurance claimants and other job seekers, matches these customers’ qualifications to available job postings, and makes quality job referrals.
· Occasionally support ReSEA processes such as documentation review or service coordination.
· Explains services available at the Workforce Center, provides information, and answers questions to facilitate delivery of services for all customers. 
· Works as a team member with other Workforce Center staff to meet the centers’ goals and provide the highest quality service to the customer.
· Will use other agencies software programs to outreach individuals for orientations conducted at the center. 
· Perform related duties as assigned

PREFERRED QUALIFICATIONS:   

· High school diploma or equivalent 
· One or more years of experience in case management, social service programs, employment programs, or training programs. 
· One or more years of experience in facilitating group orientations and job search skills workshops 
· Must possess demonstrated proficiency in both verbal and written communications, basic computer skills including excel, and following specific guidelines.
· Valid driver’s license, acceptable driving record, auto liability insurance, and reliable transportation.  Occasionally local travel using personal vehicles.
· Bilingual - Spanish

WORKING CONDITIONS:
Work environment characteristics described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions.  While performing the duties of this job, the employee is not exposed to weather conditions.  The noise level in the work environment is usually moderate.

PHYSICAL DEMANDS: 
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 accommodation may be made to enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee is occasionally required to stand; walk; sit; use hands to finger, handle, or feel objects, tools or controls; reach with hands and arms; climb stairs; balance; talk or hear.  The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by the job include close vision.

SCHEDULE:

In-person, Monday through Friday, 8AM to 5PM. 
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