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POSITION TITLE: 

PROJECT SPECIALIST 
CAMO2COMMERCE (C2C) 

POSITION DESCRIPTION 

Reports to:  C2C Project Manager Type of Position: 

_X__ Regular Full-Time 

____ Regular Part-Time 

____ Temporary 

Starting Salary Range: $3,707 – 4,014/month 

Full Salary Range: $3,707 – 4,934/month 

FLSA:    _X__Exempt      ____ Eligible 

JOB SUMMARY: 

The Project Specialist position develops, coordinates and supports the implementation of a 
variety of Camo2Commerce programs related to the support and training of participants. This 
may include: Training, Work Ex (internships), On-the-Job Training, apprenticeships and 
fellowships, and other activities that focus on the development of participants according to their 
employment plans. The Program Specialist researches and develops the necessary 
partnerships with outside agencies to support employment plans and to secure the best 
opportunities to set participants up for a successful transition.  This position will work closely 
with internal and external partners.  This position should have the technical and professional 
expertise to provide complete support for a variety of other ongoing programs. This position is 
stationed at Joint Base Lewis McChord. 

JOB FUNCTIONS: 

1. Researches and connects with training providers, businesses and employers to promote 
and secure work based learning, training and workshop opportunities for participants. 

2. Ensures opportunities are setup and organized including managing outcomes and 
deliverables of each program. 

3. Coordinates information and communication with business services, industry partners and 
counselors to setup and deliver appropriate activities for participants. 

4. Prepares and tracks required contracting documents to adhere to program regulations. 

5. Confirms program eligibility and pre-requisites are met before engaging or enrolling in 
opportunities.  

6. Identifies training and education programs to supplement the WBL experience for 
participants. 

7. Identifies and understand program requirements to maintain compliance. 

8. Connects apprenticeship opportunities to participants through coordination with business 
teams and counselors. 

9. Strengthens partnerships and cultivates positive community relations by providing ongoing 
support and communication of services.  

10. Tracks and reports on project performance, analyzes information to recommend and 
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implement changes to stay within guidelines. 

11. Identifies and strategizes methods to expand opportunities and create more impactful 
programming.  

12. Evaluates current programs regarding their effectiveness in addressing needs and trends, as 
well as compliance with federal, state, and local requirements.   

13. Coordinates communication of program activities to partners, contractors and stakeholders. 
Generates correspondence to ensure accurate information is shared. 

14. Establishes and promotes existing partnerships to enhance the success of services 

15. Evaluates, aligns and leverages resources to promote efficient delivery of services 

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 

1. Experience collaborating with external partners and providing appropriate leadership to 
accomplish identified goals 

2. Proven organizational and multitasking skills, ability to effectively manage time and 
priorities  

3. Ability to solve complex problems, perform data research, and analyze information 

4. Excellent customer service skills 

5. Excellent outreach, group facilitation and presentation skills 

6. Solid understanding of public workforce development operations, budgets and 
contemporary challenges/opportunities. Familiarity with the work performed by the 
public workforce system  in support of job seekers and business customers 

7. Excellent verbal and written communication skills, including experience communication 
with contractors, community leaders and businesses  

8. Ability to produce complex project reports 

9. Able to maintain high levels of confidentiality, credibility and professionalism  

10. Proven experience with Microsoft Excel, Word and Outlook 

11. Adaptive, accepts constructive criticism and is committed to continuous improvement 
and learning 

12. Ability to maintain calm in the face turmoil or crisis 

WORKING CONDITIONS/PHYSICAL REQUIREMENTS: 

The work is performed in an office environment. Minimal bending, stooping, kneeling or lifting 
involved.  Position may be required to attend community meetings and functions outside 
normal office working hours. Involves travel within PacMtn region. 

OTHER: 

None 

 


