O ass Code: 765

Cty of Anaheim Classification
Class Specification WORKFORCE CENTER ASSI STANT
DEFI NI TI ON:

Under general supervision, provides vocational counseling, supportive services, job
referral / pl acenent assistance and work experience and training referrals for Conmunity or
Cty sponsored job training prograns (to include assignnents within the Surmer Youth

Enpl oynent Program); nonitors participants, perforns comunity outreach and is responsible
for statistical reporting to ensure program conpliance and effectiveness.

TYPI CAL DUTI ES

Identifies individual service strategy (1SS) through di agnostic eval uati on and assessnment to
establ i sh vocational / educational goals, current needs and abilities for nobst appropriate
training referral

Conducts eligibility interviews; provides information on avail abl e services and conti nuous
direct counseling services.

Provi des on-goi ng case nanagenent, neasures participant progress and identifies areas of
needed i nprovenent by conpleting regular and periodi ¢ Enployability Devel opment Pl an
updat es.

Cont acts enpl oynent resources (enployers) through cold calling by phone, or on site contact,
to sell and nmarket the WA prograns and generate job orders.

Negoti ates on-the-job (QJT) contracts to neet clients needs that coincide with training
pl ans.

Assi st youths and adults in obtaining unsubsidi zed enpl oynment by providing job search
referral assistance and job devel opnent services.

Eval uates partici pant progress throughout training and ensures conpliance w th program
policies and | abor |aws by nonitoring worksites on a regul ar basis.

I nfornms worksite agencies regardi ng workforce incentive act concept, payroll procedures,
programrul es and regulations, Cvil R ghts and program goals by providing partici pant and
supervi sion orientation

Mai nt ai ns adequate applicant flow for training prograns by perform ng conmunity outreach and
recruitnent through presentations at community centers, schools and social service agencies;
and by updating waiting lists through tel ephone calls and correspondence

Provi des nanagenent with programdata for nonitoring contractual program perfornance by
preparing weekly/monthly statistical programreports

Mai nt ai ns appropriate records of referrals and the basic for such
Perforns other job related duties as required

M NI MUM REQUI REMENTS!

Experi ence in: Enploynent and training prograns to include interpretation of diagnostic
eval uation, job devel opnent and case managenent.

Know edge of: Job devel opnent, diagnostic eval uation, interviewi ng and counseling

techni ques; comunity enpl oyer base; |abor market trends; private industry/business hiring
process; support services throughout the community; and outreach and recruitnent activities;
and personal conputer literacy is desirable
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Ability to: Analyze and evaluate work, set priorities and make deci sions; devel op, research
and identify potential resources (conpanies and conmunity service providers); comunicate
effectively in selling and nmarketing WA prograns; nake presentations before |arge and small
groups; assist and understand the needs of nulti-cultural/ethnic groups; wite sinple
reports related to WA activities; speak clearly; and establish and naintain effective

rel ati onshi ps.

NOTE: Possession of or ability to obtain an appropriate valid California Driver's License
by date of appointnent.

Supervi si on Received: Wrks under supervision of the Wrkforce Center Supervisor who gives
direction and reviews work in progress and conpl et ed work.

NOTE: The above statenents are intended to describe the general nature and | evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an exhaustive
list of all duties, responsibilities and skills required of personnel so classified. A
requirenents are subject to possible nodification to reasonably accomodate individuals with
disabilities.
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