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TITLE: 

WORKFORCE DEVELOPMENT            
SPECIALIST  

CAREER CONNECTED LEARNING  

POSITION DESCRIPTION 

Reports to:  Program Manager Youth and 
Specialized Populations  

Type of Position: 

___ Regular Full-Time 

____ Regular Part-Time 

__X__ Full Time Project-Term Limited 

End date Sept 30, 2019 

Starting Salary Range: $3,763 - $4,074/mo 

Full Salary Range: $3,763 – 5,009/mo 

FLSA:    ____ Exempt      __X__ Eligible 

JOB SUMMARY: This position is responsible for the coordination of career-
connected learning(CCL)opportunities in the PacMtn region.  This position will 
collaborate with CCL partners to ensure that regional career-connected learning 
work aligns with the goals of Career Connect Washington and that all CCL 
opportunities in the PacMtn region are: reaching priority populations in the rural 
communities, engaging employers through the use of labor market data, 
designed to have lasting benefits for participants and their future careers, and 
creates permanent change in PacMtn communities. This position will also 
support the My Journey Out Beyond (MyJOB) program through developing 
transitional pathways and transitional support for incarcerated youth.   

JOB FUNCTIONS: 

1. Collaborates with on-site partners and employers to offer meaningful career-connected 
learning opportunities that assist in building transferable skills for their career pathway. 

2. Builds curriculum to offer learning outcomes, selection process and performance 
evaluation into the career-connected learning opportunities.  

3. Researches and establishes training plans to incorporate certified training opportunities 
tied to career-connected learning, allowing for industry-recognized credentials to be 
earned by youth while at work.  

4. Works with youth to develop individual training/career plans for transition. 

5. Collaborates with statewide entities, and home area connection points to support 
employment placement upon release.  

6. Provides comprehensive evaluation of employment and training needs. Assesses 
participant skills by interviewing, testing and other methods. 

7. Support Uplift! Training activities and assists youth in completing their employment 
portfolios. 

8. Provides counseling for youth with employment or educational barriers. May assess 
and identify additional supports needed, and make appropriate referrals to related 
services. 
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9. Provides transitioning youth with referrals to community and workforce services 
available in their home communities.  

10. Monitors and records participant data into multiple management information systems. 

11. Ensures equity and nondiscriminatory practices while delivering services.  

12. Interacts and coordinates services with other state and local agencies and programs. 

13. Develop community outreach activities and programs. 

14. Collects program data for review and analysis. 

15. Develops partnerships with organizations to support resources and opportunities 
around Career Connected Learning. 

16. Marketing of Career Pathways Planning Tools to be utilized by PacMtn Region partner 
organizations. 

17. Coordinates guest speakers, job shadows and other Career Connected Learning 
opportunities for grant funded projects. 

18. Communicates with various grant funded projects to provide technical assistance and 
project design support to insure grant deliverables are being met.   

19. Provide focused outreach on employment and organization partners that can support 
Career Connected Learning programming. 

20. Represent organization in a variety of public settings to increase program awareness & 
visibility. 

21. Assists the MyJOB Program Manager & Supervisor with quality control measures. 

22. Forms and maintains connections to basic-needs resources (housing, food, medical 
services, counseling, et cetera) in the communities to which students are released. 

23. Forms and maintains connections to employment resources (second-chance 
employers, unions, staffing agencies, et cetera) in the communities to which students 
are released. 

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 

1. Knowledge of workforce development programs, services, techniques, and 
performance, particularly employment training for youth.  

2. Excellent customer service skills. 

3. Experience with customer assessment, program eligibility, and providing support and 
training services. 

4. Ability to understand, interpret and follow federal, state and local policies and 
regulations.  

5. Strong verbal and written communication skills. 

6. Must be organized and possess multitasking skills. 

7. Ability to work with incarcerated youth. 

8. Ability to work with diverse populations. 

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

10. Proven experience with Microsoft Excel, Word and Outlook.  
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WORKING CONDITIONS/PHYSICAL REQUIREMENTS: 

The work is performed in an office environment, and in state institutions.  Minimal bending, 
stooping, kneeling or lifting involved. Position may require travel within workforce delivery area 
boundaries. 

OTHER: 

Must be able to obtain access to Green Hill School, Naselle Youth Camp, and Echo Glen 
Children’s Center. 

 

 


