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	GOODWILL INDUSTRIES OF SANTA CRUZ,
	MONTEREY AND SAN LUIS OBISPO COUNTIES, INC.

	JOB DESCRIPTION



Job Title: One Stop Employment Services Specialist SPANISH	Department: SWDS
Supervision Received: 					Date Written: 2/06
Supervision Given: None					Date Revised: 12/07
FLSA Designation: Exempt 				Approved by:
								Human Resources:

JOB SUMMARY:	Welcome and assess participants using the One Stop Career Resource Center to identify strengths, skills and employment barriers; train participants in basic work practices and work search skills to lead the participant to a successful placement in a substantial work situation; and/or educate participants in the additional services and programs that are available to them through the One Stop system.

	ESSENTIAL DUTIES 

Participant Service Delivery Duties

Understand and comply with WIA protocols and state and federal program requirements related to WIA funded services.

Knowledge of the current occupation, labor market trends, local employment service plans, and case management protocols.

Warmly welcome participants and perform initial assessments job search ability, need for supportive services, identification of intensive and specialized employment needs, the skills to be attained, the resources available to obtain employment and referrals to services or any other barrier to employment.

Take the lead in maintaining a professional and supportive environment in the resource center area.  This includes training, setting high standards, and leading by example for all One Stop partner staff and participants.

Maintain all information display areas insuring that they are relevant and substantive.

Service as point person for the calendar of events, the scheduling of One Stop center conference rooms, class rooms, and business partner offices.

Offer relevant information, and one-on-one coaching that engages participants in developing strategies to overcome barriers to employment, including legal, behavioral, physical, family, and other issues.

Teach participant job readiness skills/work skills, and facilitate workshops and support groups for a variety of life skills, such as parenting skills, anger management, problem solving, esteem building, customer service, recovery from addictions and or domestic violence, and career exploration as appropriate to meet the needs of the community of participants’ served.

Demonstrate sensitivity to the needs of individual clients in terms of cultural diversity, physical limitations, economic hardship, learning disabilities, or any other areas of difference or barriers to employment that participants my have..

Business Service Duties

Develop job leads and perform direct job placement activities including making employer contacts, understanding the local market requirements, and reporting on placement.  Work with employers as necessary to facilitate placement and retention.

Maintain close contact with referring agents and facilitate communication regarding participant progress.  Work in cooperation with training providers’ and other organizations being used to facilitate work experience or employment.  

Maintain records of calls to and from employers, according to defined procedures.

Perform designated duties to ensure meeting the goals of the Outcome Measurement System.

Be willing to assist in Job Fairs, large recruiting/hiring efforts, and Rapid Response activities as needed

Team Member Duties

Attend and actively participate in team meetings with staff and One Stop partners.

Understand the entire operations of the One Stop center and be able to work across functions as needed to ensure the optimal delivery of services to the public, and a supportive work environment.

Demonstrate a willingness to work cooperatively and train other staff members and partner staff members as need.

Demonstrate flexibility in service delivery times, including being available to attend community events or offer services during the evenings and weekends as determined to be in the best interest of serving the needs of the community.

Be an effective team member who works cooperatively with follow staff members to reach program outcome measurements.

Exemplify Goodwill’s Code of Ethics.

Technical Duties

Knowledge of WIA regulations, CARF accreditation standards, and all relevant operational procedures related to Goodwill, Shoreline, and One Stop operational expectations in general.

Ability to understand and appropriately complete paperwork in English and Spanish.

Ability to translate information orally and in writing from English to Spanish and vis versa.

Demonstrate proficiency at computer technology including sophisticated record keeping software (the Virtual One Stop System), state of the art internet job search techniques, as well as all basic professional word processing software.

Exemplary record keeping and filing skills as needed to ensure client confidentiality.

Outstanding customer service skills.

Exercise care for all program equipment, and supplies.



					SECONDARY DUTIES

Perform related duties as assigned.

	JOB SPECIFICATIONS

EDUCATION REQUIRED: 			High school diploma or equivalent. Associate degree or equivalent in rehabilitation counseling, social work, counseling, behavioral science, psychology, or related field preferred. 

LICENSE/CERTIFICATION REQ’D	Valid California Class C driver’s license.

EXPERIENCE REQUIRED: 		One year experience in at least two of the following: Job development, welfare to work, counseling, vocational training, recruiting, vocational rehabilitation or related field, or equivalent.

KNOWLEDGE REQUIRED: 		Knowledge of vocational implications of disadvantaging and disabling conditions and of tools to educate participants to meet individual welfare to work plans. 

						Knowledge of the local labor market and job search strategies.

						Familiarity with career exploration and job search skills.

						Familiarity with Goodwill’s mission, general Company policies and procedures (this may be learned on-the-job).

						Familiarity with computer operation and typical computer programs.

EQUIPMENT USED:			Typical office equipment; vehicles.

SKILLS/APTITUDES/TEMPERAMENTS:

Ability to communicate effectively in English and in Spanish, both orally and in writing.  

Ability to assess welfare to work participants in areas defined in the essential functions.

Ability to understand and follow program-specific policies and procedures.

Ability to understand and follow Shoreline Workforce Development Services Standard Operating Procedures.

Ability to solve problems, confront and act as a change agent to resolve behaviors that undermine job readiness and the participant’s job search.

Ability to drive a vehicle on the transaction of company business. This requires a good driving record and may require the ability to provide evidence of personal vehicle liability insurance.

Ability to teach individually and in groups in English and in Spanish.

Ability to develop and facilitate workshops in English and in Spanish. 

Ability to recognize and make recommendations for treatment of behaviors that are barriers to employment such as limited and underdeveloped work habits, poor health and hygiene and low self-esteem.

Ability to adhere to safe work practices as documented in Company safety policies; ability to report safety hazards/accidents promptly to supervisor or safety committee member.

EMOTIONAL EFFORT:

The job requires some emotional effort involving occasional short deadlines and requiring some overtime. The work environment is occasionally hectic with occasional high activity/demand. 

	JOB SETTING

The job setting varies from day to day depending on the type of job the client is performing. This may involve working within a climactically-controlled, enclosed building to working outside. Work is completed in cooperation with the client, client’s co-workers and employer, and other rehabilitation staff and referring agents.

					PHYSICAL DEMANDS

The job is primarily sedentary with a certain amount of walking and standing as is necessary to carry out the job duties. Normal lifting and/or carrying is limited to approximately 15 lbs., with occasional lifting and/or carrying of objects weighing up to 25 lbs.  Heavier items (26 lbs. or more) will be moved by using the proper material handling equipment, assistance from another person or by work order request.

Normal or corrected talking, hearing, and seeing abilities are sufficient to perform required tasks. 
                                                                                                                                                
Duties and responsibilities may be added, deleted or changed at any time at the discretion of management, formally or informally, either orally or in writing.


My signature acknowledges that I have read and understand the job description.


_________________________________		_______________________
Signature							Date

	 
JOB MODIFICATION:  The physical aspect of the position may be able to be modified, depending on the specific modification and the duration of the modification required.
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