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JOB DESCRIPTION





Position:	Case Manager/Employment Services Specialist


Program:		Women Ventures Project


Hours:			20-25 hours/week; some weekends and evenings


Reports to:		Program Director





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:


-	Provide outreach to and recruitment of low-income women, including CalWORKs participants transitioning from welfare to work.  Assist in outreach to CalWORKs program staff.


-	Perform outreach, public relations, advocacy and education about nontraditional occupations and program services.


-	Develop and maintain relationships with service providers, education and training providers, employers, apprenticeship and on-the-job training programs to help identify and secure placements.


-	Conduct orientation and intake services for participants. Assist participants with career exploration, basic skills, applications and resumes and referral to apprenticeship and training programs individually and in groups.  Provide job placement activities.


-	Provide case management in collaboration with county social service agencies, employment training providers and other service providers.


-	Coordinate with other staff to obtain job leads and job placement activities in occupations, which are nontraditional for women, including reporting on placement and follow-up activities.


-	Identify employment barriers and make recommendations to modify employment plans if necessary.


-	Assist with technical training activities, including occasionally driving participants to training sites, occasionally supervising participants during the training, conducting application/resume and career exploration workshops, and producing documents in support of the training, etc.


-	Collect, maintain and provide written documentation and assist with necessary reporting.


-	Perform administrative/clerical duties related to the program, including data entry into program database.


Produce and/or organize educational and program materials.


-	Represent the Program to agency staff and directors, outside agencies, the media, and general public: attend meetings and workshops.





Minimum Qualifications:





*	Experience recruiting and serving culturally diverse low-income individuals and/or families; applicant should be comfortable, patient with, and enthusiastic about working with low-income women with barriers to employment.


*	Experience in job placement assistance counseling or related position, preferred.


*	Background/experience in nontraditional occupation or related fields, preferred.


*   Experience counseling individuals with substance abuse recovery and/or ex-offender issues preferred.


*   Communicate effectively in English and Spanish in both written and oral form is required. 


Excellent communication skills needed, including ability to communicate clearly, effectively and tactfully to a variety of diverse groups: clients, service providers, employers, apprenticeship programs, etc.


*	Knowledge and familiarity with the Santa Cruz County network of community resources, employment training, social service and related agencies as well as geography, preferred.


*	Ability to evaluate client needs; experience in counseling and/or case management of low-income individuals and families. Ability to read and listen carefully.


*	Experience in community collaborative development among diverse partners in the public and private sectors.


*	Understanding of: issues of poverty and cultural competency; issues affecting CalWORKs families, individuals with barriers to employment and the public assistance system in general.  Commitment to the goal of empowerment of low income persons of all ages and backgrounds, in both rural and urban areas, to attain the skills, knowledge, and opportunities needed to become self-sufficient and to advocate on the behalf of themselves and others. 


*	Organizational ability: experience in giving and following directions as well as keeping accurate records; ability to utilize time effectively to coordinate client schedules (group and individual), report writing, and other duties as assigned.


*	BA or BS in Psychology, Sociology, Community Studies or related field, preferred. 


*   	Ability to work independently as well as cooperatively.


*	Public speaking experience preferred.


*	Familiarity with PC computer systems (word processing, database and spread sheets).


*	Safe driving record and current California drivers license, and ability to drive a personal car in the transaction of agency business.





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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