Position Title: 
Career Manager - Multi-unit (Youth, Adult/DLW)
Exemption Status:
Non-Exempt

Function:
Reports to the Project Director and functional Lead Career Managers. Responsible for recruiting and enrolling eligible customers into the WIA programs and providing individualized employment and service strategy planning to customers. Act as mentors to the customers in the program. Career managers are key staff members in the performance of WIA-based services. They must be sensitive to people’s needs; communicate effectively; demonstrate a willingness to conform to all applicable rules and regulations; demonstrate the ability to innovate; keep accurate records; and be persuasive and supportive of the customer, employers, and partners. Career Managers must be able to perform the following general job duties.  They provide eligibility determination, group orientation and assessment; orient, interview, and counsel customers; recommend the most appropriate training/non-training program for each customer; and provide career counseling, job development, and placement assistance to a personal caseload of customers.
Duties and Responsibilities: 

1. Coordinate customer flow—from core services, intensive and/or training services to employment .

2. Screen job seeker program candidates to determine eligibility and suitability for program and likelihood of successful placement.

3. Inform eligible applicants about the advantages of participating in training  appropriate programs.

4. Conduct initial interviews and to determine prescreening and suitability programs and prepare eiligibility forms.

5. Conduct individual intensive counseling sessions regarding reaching self-sufficiency, employment, and/or skills development.

6. Prepare IEPs (Adult/DLW) and ISSs (Youth) in order to discuss realistic short- and/or long-term goal(s) with customer.

7. Implement the customer management system to successfully route participants through various stages, resulting in the completion of IEP or ISS goals.

8. Accurately develop applicant records and maintain customer files with up-to-date informaiton and documentation.

9. Conduct group orientation sessions for customers to explain workforce center resources, programs, training, contents, and rationale for assessment.

10. Implement marketing/job placement plans.

11. Coordinate youth customer flow.

12. Determine eligibility of youth.
13. Implement outreach and marketing to youth in local area.  Outreach and marketing may include non-traditional methods in order to include the most at-risk youth.
14. Initiate sales and public relations activities required to place youth in training or into full-time employment and to place job seekers in training or into full-time employment..
15. Implement innovative methods to assist youth who have criminal backgrounds and/or other barriers to employment or educational/training opportunities.
16. Contact employment sources, accurately maintain records and develop database of youth-friendly employers.

17. Identify new community contacts and develop innovative ideas for publicizing the program to reach the most at-risk youth.

18. Possess basic computer keyboarding/typing skills, and have a proficiency in a variety of PC application skills, including Microsoft Word, Excel, and PowerPoint, and the Oklahoma JobLink database.

19. Possess knowledge of the fundamentals of interpersonal communications, the ability to work effectively with diverse cultures, the ability to work with youth ages 14-21 (potentially up to age 25) and strong interviewing and problem solving skills.
20. Possess the ability to discern youth’s service needs from assessments, interests, and goals.

21. Develop, implement, facilitate, and/or present leadership and teamwork building programs and activities to groups of diverse youth.

22. Possess the ability to instruct or facilitate instruction in reading and/or math basic skills.
23. Must be able to read, understand, apply and conform to all applicable rules and regulations, work well as a member of a team, make efficient use of his or her time, exercise good judgment, and document/justify decisions.

24. Must possess exceptional written and spoken communication skills and be able to speak persuasively with the youth, employers, and partners of the program.

25. Must be committed to superior customer service and be able to consistently maintain confidentiality.

26. Must be able to work well with youth, coworkers, managers, partners, and employers.
27. Must be committed to being a youth’s advocate, developing relationships of mutual trust and respect, providing a safety net for youth who falter and, most importantly, convincing the youth that he/she will have the support necessary to succeed – no mater how many times he/she fails.
Education and Experience Requirements:

· Bachelor’s degree and three years of related experience working with youth ages 14 and up and/or adults; three years of qualifying experience may be substituted for each year of college (30 semester hours) up to a maximum of two years
· 15 semester hours in social service-related instruction
· 1 year experience in sales, marketing, or counseling related services
· Strong knowledge of vocational training markets
· Experience in Workforce Development, Workforce Investment Act (WIA) and One-Stop system preferred but not mandatory

· Valid Driver’s License

Skills/Abilities:

· Ability to establish a liaison and interact with private and public agencies
· Ability to assist and direct others
· Good communication abilities

· Ability to adapt quickly to changes in rules, regulations, policies, procedures, and/or laws
· Ability to work well in stressful situations

· Ability to work under compressed time constraints
· Well organized
· Computer Proficiency (extensive knowledge required)

· Ability to read, understand, and apply applicable local policies, state and federal laws and mandates
· Ability to develop relationships with key individuals and/or agencies that will refer customers or collaboratively serve WIA customers
· Ability to learn and retain quickly

