
[image: image1.png]y T g

of Santa Cruz County, Inc.




Job Description

Position:

Job Developer/Training Coordinator

Program:

Women Ventures Project

Hours per week:
37.5 hours per week

Reports to:

Women Ventures Program Director

Program Description:

The Women Ventures Project provides employment readiness, case management, technical training, career planning, job development and job placement assistance and referral and retention services in occupations, which are nontraditional (i.e. the trades) for women.

Basic Responsibilities:

The Job Developer/Training Coordinator will create job opportunities for program clients by identifying and receiving commitments from possible sources of employment and provide scheduling and day-to-day coordination of the Women Ventures Project technical training sessions.


Job Development Duties:

1. Seek and contact prospective employers for graduates of the Women Ventures Project’s training program, which assists diverse low-income women to enter into non-traditional occupations, focusing on the building trades, transportation and public works/safety fields.

2. Develop relationships with prospective employers and obtain commitments to hire program graduates.  Also seek job shadow, interning and volunteer opportunities for graduates as a step to employment.

3. Create and maintain written and electronic records of contacts and outcomes with employers and placed graduates.

4. Contact other training institutions on regular basis and network with their job developers, i.e., EDD, Shoreline, etc.

5. Coordinate with other staff to determine and meet clients’ job placement needs, and assist in reporting on placement and follow-up activities.

6. Make job interview referrals and assist with the writing of letters of recommendation.

7. Assist in providing on-going retention support and assistance to placed graduates and employer partners.

8. Perform related administrative/clerical duties.

9. Produce and/or organize informational materials and assist in meeting and event planning for employer partners.

Training Coordinator Duties (4-week training sessions are conducted 3-4 times per year):

1. Conduct participant outreach and orientations in coordination with other WVP staff.

2. Implement curriculum and develop training session schedule with Program Director.

3. Schedule speakers and site visits.  Maintain relationships with program contacts.

4. Coordinate with contracted Trainers to provide hard (hands-on) and soft (job search) skills.

5. Oversee and/or conduct day-to-day operations of the training, including provision of math skills, physical fitness conditioning, hands-on training sessions and soft skills training.

6. Coordinate facilities and transportation for training session, including driving participants in a van to site visits, hands-on workshops, etc.

7. Assist in evaluating participants’ progress in the training and coordinate with other WVP staff to provide appropriate career guidance to participants. Assist in writing letters of recommendation for training graduates.

8. Provide support for participants’ job placement and retention, including purchasing tools and other job-necessary items with participant, within the program budget’s resources.

Minimum Qualifications:

1. Demonstrated ability to work well with a variety of people, particularly culturally diverse, low-income women over 18 years of age, and all levels of positions within prospective employer partners.

2. Basic word-processing, database, spreadsheet and writing skills.

3. Excellent verbal and written communication skills and public speaking experience.

4. Demonstrated ability to organize and prioritize activities.

5. Ability to use good judgment and work independently.

6. Willingness and ability to follow directions.

7. Written and oral Bilingual (English/Spanish) skills preferred.

8. Knowledge of Santa Cruz County employer community, and some knowledge of Santa Clara and Monterey County employers desired.

9. High School diploma or equivalent.

10. Valid California drivers license, safe driver’s record and use of personal vehicle.

11. Previous experience as a job developer and/or training coordinator is preferred.

12. Background/experience in non-traditional occupations or related fields, preferred.

13. Ability to match client skills and experience with employer needs.

14. Ability to work independently as well as cooperatively as a team.

15. Understanding of issues of poverty and cultural competency; commitment to the goal of empowerment of low-income persons from all backgrounds to become self-sufficient.

All qualified applicants will receive consideration for employment without regard to race, color, religion, national origin, ancestry, disability, medical condition (cancer related), marital status, sex, sexual orientation, age (over 18), veteran status, gender, pregnancy, or any other non-merit factor unrelated to job duties.
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