HAMPTON ROADS WORKFORCE COUNCIL – JOB DESCRIPTION

	Job Title:
	Emerging Workforce Program Coordinator

	Reports to:
	Director, Emerging Workforce

	General Classification:
	Emerging Workforce                    Pay Band: Coordinator

	Employment Status:
	Full-time, Exempt

	Last Review:
	July 1, 2023



GENERAL STATEMENT OF RESPONSIBILITIES 
[bookmark: _Hlk66360761][bookmark: _Hlk134979922]The Emerging Workforce division of the Hampton Roads Workforce Council was designed to create a regional talent pipeline focused on increasing access to professional development, opportunities, and economic mobility for youth and young adults in the region. This position serves as the division’s Program Coordinator and is responsible for creating meaningful partnerships and initiatives with educational institutions, employers, and community organizations. Specifically, this role provides career exploration and immersion services, job search preparation, internship placement support, post-secondary and graduate school preparation, financial literacy, general outreach, and follow-up support for all participants, of approximate ages 10 – 24. Also, this position will support participating employers and educational stakeholders with creating career development initiatives for youth and young adult participants.  Work is performed under the general supervision of the Director, Emerging Workforce.  The Emerging Workforce programs operate between 7am-9pm, Monday through Saturday.  This is a highly mobile position.

ESSENTIAL JOB FUNCTIONS 
· Provide overall day-to-day management of the Emerging Workforce outreach programming including staff supervision (full-time positions and undergraduate interns), scheduling, and event planning.
· Implement and track yearly goals and objectives, monitor, and report progress.
· Coordinate all aspects of the Emerging Workforce career exploration programming, including curriculum development, partnership development, site scheduling, and program facilitation.
· Plan all aspects and implementation of major regional events, including but not limited to, Opportunity Fairs, Immersion EXPOs, the Choose 757 Career Conference for Educators, the Youth Services Professionals Best Practice Exchange, Youth Listening Sessions, Industry Tours, College Tours, Career Escape Rooms, CollegeFest, and Work-Based Learning Matching Sessions.
· Collaborate with career services, student life, and admissions offices at local colleges and universities to create unique ways for students to connect with regional employers.
· Collaborate with area K-12 schools and youth serving non-profits for in-class programming, field trips, workshops, and special events.
· Develop and maintain a comprehensive calendar of outreach programming, both regionally and for each locality.
· Develop and implement engaging events that highlight life in the Hampton Roads Region/ the 757. 
· Coordinate staffing for all youth related HRWC outreach tables, info session, etc.
· Develop and implement onboarding processes for individual youth needing career development services.
· Coordinate staff assignment, case management, and follow-up services for individual program participants.
· Represent the Council at community organizations, fairs, and events.
· Facilitate career exploration and job preparation programming to groups of youth and young adults, ranging in size from 3-400.
· Assess the knowledge, skills, abilities, and employment needs of Hampton Roads youth, and assist with career exploration based on assessment outcomes.
· Market to and communicate with youth via the web and other digital resources.
· Other duties may be assigned.


PERFORMANCE STANDARD 
Employees at all levels are expected to effectively work together to meet the needs of the community and the organization through work behaviors demonstrating the Board of Directors’ Vision, Mission, and Values.

REQUIRED KNOWLEDGE 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. 

SKILLS AND ABILITIES
· Ability to understand the vision and values of the Council and to implement the mission, purpose, and goals.  
· Ability to manage multiple projects and build strong customer relations.
· Experience using a computer to include Microsoft Office Suite, the use of social media including TikTok, Instagram, Facebook, and Twitter, as well as the use of electronic communication in a professional environment.

LANGUAGE SKILLS
· Ability to facilitate workshops; 
· Ability to respond effectively to staffing issues, customer inquiries and complaints and other sensitive program related matters; and
· Ability to effectively present and report both qualitative and quantitative information to both small and large groups, committees, etc. 


MATHEMATICAL SKILLS
· Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. Ability to compute rate, ratio, and percentage.


REASONING ABILITY
· Ability to apply principles of logical thinking to a wide range of organizational and service delivery challenges and issues.
· Ability to deal with a variety of competing interests, abstract and/or concrete variables.

EDUCATION AND EXPERIENCE 
Any combination of education and experience equivalent to graduation from an accredited college or university with a bachelor’s degree in communication, project management, counseling, social science, human services, public or business administration or related field.  Three years of work experience combining elements of project management, job placement, training, and counseling or other services working with youth and adults.  

ADDITIONAL REQUIREMENTS 
An acceptable general background check to include a local and state criminal history check and a valid driver’s license.  Because this position will support regional infrastructure, travel using dependable personal transportation and current auto insurance coverage will be expected.  Mileage reimbursement will be provided per agency policy.
 
PHYSICAL REQUIREMENTS 
· Requires the ability to exert light physical effort in sedentary to light work. 
· Some lifting, carrying, pushing and/or pulling of objects and materials of light weight 
(5-10 pounds). 
· Tasks may involve extended periods of time at keyboard or workstation. 


SENSORY REQUIREMENTS 
· Some tasks require the ability to perceive and discriminate sounds and visual cues or signals. 
· Some tasks require the ability to communicate orally. 


ENVIRONMENTAL EXPOSURES 
Essential functions are regularly performed without exposure to adverse environmental conditions. 



Employee Name: _________________________________________ Date: ____________________


Signature: _________________________________________________________________________
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