WIOA Career and Youth Specialist
The Career and Youth Specialist will work under direction of the WIOA Program Services Director/Executive Director to represent WIOA in designated areas, to enroll and serve participants (youth, adults, dislocated workers and other assigned categories) according to the policies of the federal, state, and local workforce policies and procedures. The Specialist will focus on intensive services to WIOA in-school youth and out of school youth in the North Central workforce area by visiting local secondary schools and Adult Education Centers on a regular basis.  Since youth is a target area for WIOA, the Career and Youth Specialist will promote educational services, career counseling and employment opportunities and assist other Career Specialists with enrolling eligible students as participants.
Career Specialists are assigned certain areas of service (generally by county of residence) but are expected to collaborate with other WIOA staff to ensure effective and efficient delivery of services to participants throughout the North Central service area.
KEY RESPONSIBILITIES
· Recruit, enroll and provide services to eligible WIOA participants
· Complete documentation necessary for WIOA participant services with accuracy and completeness
· Be familiar with federal, state and local board policies for WIOA programming
· Monitor participant activity with monthly contact and case notes to verify case management 
· Prepare requests for support services, individual training accounts and other documentation pertaining to WIOA participant files
· Conduct follow-up services required by WIOA legislation (12 months after exit)
· Prepare reports and other paperwork as requested for performance and strategic planning
· Align with partners to generate awareness of WIOA program services and to assist participants with information and other supportive services
· Maintain communication with educational providers to ensure updated ACRS eligible programs for participant enrollment
· Promote WIOA in local community in a professional manner
· Encourage growth in work experience and OJT training sites by providing business services, including referrals to partner agencies
· Regularly visit worksites to monitor career development experiences for participants
· Assist with work readiness and education assistance training (employability skills, life skills, financial literacy and other basic career-related topics)
· Promote occupational skills through sharing career information and referral to partner services
· Represent WIOA when assigned at community functions in a professional manner
· Engage in training and other activities relevant to professional development
· Inform administration of events or information that may have an impact on WIOA program services in the assigned area or in general
· Conducting assessments to determine basic skill levels for participants and designing  individual training plans for students who test as basic skills deficient
· Assisting participants with services designed to improve employability skills
· Delivering educational services as determined necessary for individual participant progress
· Leading the financial literacy effort to ensure measurable gains for participants in awareness of personal finance, budgeting and planning for financial stability
· Identifying and referring potential participants for Career Specialists in assigned counties, with particular focus on out-of-school youth
· Performing other duties as assigned by the Executive Director
EDUCATION/EXPERIENCE
· Formal equivalent of a bachelor’s degree in public administration, business, social work, psychology or a related field; equivalent job-related experience may be substituted
· Familiarity with the federal Workforce Innovation and Opportunity Act
· Expertise in developing and administrating federal and/or state projects
· Computer literate with the ability to generate professional documents
· Proven verbal, written, analytical and presentation skills; interpersonal skills
SPECIAL REQUIREMENTS
· Must possess a valid Driver’s License and provide automobile liability insurance
· Must have access to reliable transportation in order to travel within service area
· Must be able to pass background check for access to AJL data management system
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