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EMPLOYMENT SPECIALIST

DESCRIPTION:  Under general supervision, provides job search assistance/research and labor market information to customers; coordinates vacancy related activities with employers, and provides career enhancement resources and opportunities using independent decision making skills; performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Provide job search assistance to customers which includes job referrals, interviewing to determine qualifications, education, training.

Performs initial intake to determine program eligibility; codes applications and registration of new applicants.

Screens for employer requirements and matches applicants to suitable opportunities.

File search job listings and match job seekers to openings; update files and make changes.

Provide labor market information and vocational guidance.

Oversee/staff resource area, update and maintain new materials, provide guidance and assistance to customers including computer resources/internet sources, resume programs self registration and job leads.
Provide detailed customer assistance in use of software programs; troubleshoot computer related software problems as needed.

Administer specialized clerical testing to determine minimum qualifications for job requirements;  record, report and document results; provide counseling to applicants on test results and meaning.

Contact businesses to schedule interviews for applicants; obtain pertinent information for job orders, special job developments, and mass recruitments.  Answer questions related to workforce availability, wages, labor/industry trends.

Perform a variety of recruitment activities, including coordination of mass recruiting efforts and job fairs.

Contact partners and community resources on available programs and resources; participate on community resources panels.

Assist with special programs and coordination of activities that may include Workfare, Reemployment Services, Veterans Services, etc. 

Provide required statistical reports, report on employment services and respond to inquiries as necessary.

EMPLOYMENT SPECIALIST (continued)
FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  employment service policies and procedures; various employment service programs and supportive agencies; the local and national labor market.

Ability to:  use the Dictionary of Occupational Titles to code applications and job orders; assess qualifications of those seeking employment and understand the needs of employers; present various employment service program information to school and civic groups.

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  interviewing techniques; and the general functions and structure of the employment service program.

Ability to:  interact with people at all socio-economic levels; conduct and control and interview; follow oral and written instructions; communicate orally and in writing; write legibly.

Sufficient self control to maintain composure under trying conditions.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Post high school education with an emphasis in any one of the following areas: social/behavioral sciences, business or public administration, or education.

OR

Services work which involves dealing directly with the public in a gathering and providing information, interviewing, and assessing client needs capacity.

