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Albany Park Community Center

POSITION DESCRIPTION

POSITION TITLE:
             

Workforce Development Intern

SUPERVISOR’S TITLE:

Director of Workforce Development Program

DEPARTMENT:
             

Workforce Development Center 

WORK DAYS:
               
Monday – Friday

FLSA:


               
( Exempt

___Non-Exempt

WRITTEN BY:
               
Marc Fisher, Program Director

REPORTS TO:
              
Workforce Development Director

DIVISION: 

               
Adult and Community Programs

STATUS:

             

Full Time 

DATE WRITTEN:


DATE REVISED:


11/29/07


POSITION PURPOSE:

Assist Workforce Development customers and staff in order to maximize resource room equipment, materials and services.

ESSENTIAL FUNCTIONS AND PRINCIPLE ACCOUNTABILITIES:

1. Assist Workforce Development staff in resource room for individuals and businesses seeking department services.  Provide guidance to customers in the form of information, resources and equipment use in office within department operating procedures.  

2. Assist resource room customers with using general software, resume/cover letter, structured job search, online applications, opening e-mail accounts, general internet job search.
3. Distribute job leads, government surveys, unemployment information for the resource room.
4. Maintain and Ensure proper use of resource room equipment and compliance to resource room policy and procedure.

5. Assist in United Way Program (intake of program clients, collects and documentation to determine eligibility)

7.    Aid universal customers with guidance for self-directed employment search.
8.  Operate fax, copier, and basic computer system maintenance.  

9. Schedule appointments for staff members with customers

10. Refer clients to supportive services offered by APCC, city, county and state agencies public &   private.  
ADDITIONAL RESPONSIBILITIES:

· Answer incoming calls for all departments; greet resource room customers and other agency clients

· Lead Internet Job Search Workshop

· Assist department staff  in employment skills classes

· Assist and lead orientation

· Assist staff in case management

· Willingly assumes other duties and responsibilities as may be required or assigned.

KNOWLEDGE/ SKILLS/ ABILITIES

· Good oral and written communication skills (in English) are required. 

· Computer skills in: MS Outlook, MS Office, PowerPoint, Publisher, Access and Excel.

· Ability to work with general office equipment

· Ability to set priorities and meet deadlines

· Ability to multi task

· Fluency in a foreign language preferred, not required.

EDUCATION/ TRAINING/ EXPERIENCE

· Pursuing College Education Degree

· Previous office experience

· Previous customer service experience

PERSONALITY CHARACTERISTICS:

· Professional demeanor. 

· Experience with teamwork

· Strong work ethic

· Detail oriented

· Outgoing and friendly personality

· Well organized

SUPERVISORY RESPONSIBILITIES:

· None required

Note: This description is based on management’s assessment of the requirements and functions of this job as of the date this description was prepared. It is a general guideline for managers and associates but it does not purport to be an exhaustive list of all of the elements of the job.  Management reserves the right on a temporary or indefinite basis to meet contractual needs through the assignment or reassignment of job duties or duties or any other appropriate means.

