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Job Description: Youth Services Coordinator (YSC)

Reports to: Executive Director -Brockton Area Workforce Investment Board

Purpose: Works with the Executive Director to facilitate and promote the development of an effective public workforce development system that supports youth development by integrating the work of youth programming and the Brockton Area Workforce Investment Board (BAWIB).

Coordination of Youth Services/Planning/Committee Support 

· Coordinates all youth programs designated from the WIB

· Assists in the development of a regional strategy, to increase employer participation in youth development activities. 

· Works with the Connecting Activities Program and YouthWorks to coordinate employer outreach services among community based organizations and school systems within the region. 

· Coordinates and facilitates meetings between educators and employers to promote employment and career ladders. 

· Coordinates, compiles, and maintains the youth link on the website. 

· Solicits and prepares grant applications for youth programming and conducts youth grant management activities as appropriate. 

· Attends conferences and meetings as appropriate. 

· Works collaboratively with the Executive Director to develop the annual business plan and other youth related grants/applications as appropriate.

Education and Employer Technical Assistance 

· Participates in the BAWIB Youth Council.

· Provides support to other BAWIB sub-committee/task groups as needed.  

· Develops and coordinates innovative strategies in collaboration with local and regional workforce development partners and WIA vendors for the provision of education and technical assistance to employers, high schools, and community based organizations in the area of workforce development with specific focus on WIA funded programs.

· Supports planning functions for youth services including the: Annual WIA Plan, BAWIB strategic Plan, and other planning documents as needed.

· Coordinates and facilitates education and technical assistance for business, educators, and community based organizations.

· Analyzes system wide communications and facilitates the development of innovative strategies in collaboration with the appropriate staff and WIB committees to ensure all parties have appropriate and current information. 

Data Management/Reporting/Communication 

· Coordinates and prepares youth related stories and press releases for distribution in the BAWIB newsletter, MetroSouth Chamber Action Reports, and other media outlets. 

· Develops audience specific Youth Programming marketing materials for employers and educators. 

· Maintains and updates the youth section of the BAWIB electronic newsletter

Other Responsibilities

· Manages special projects as assigned or required. 

· Other duties as assigned by the Executive Director
Preferred Qualifications

· Master’s degree preferable in public relations, human resources development, public policy, or business administration. 

· Two years experience in youth programming, workforce development, or related field. 

· Knowledge of state and federal workforce development system.

· Experience providing technical assistance and education to business. 

· Experience working with school systems and youth organizations. 

· Demonstrated ability to work effectively with community partners. 

· Demonstrated individual organizational and computer skills. 

Minimum Qualifications

· Bachelor’s degree or equivalent and 3 years progressively responsible work experience in the public sector; or Associates degree and 5 years progressively responsible work experience involving youth education and workforce related issues in the public sector. 

· Ability to compile and analyze data for oral and written presentations. 

· Strong customer service orientation. 

· Ability to manage multiple complex projects with competing deadlines

· Excellent interpersonal, organizational, and communication skills. 

· Ability to work in a team environment. 

· Proficiency in computer use, specifically Microsoft Office Products. 

Please submit cover letter and resume to:

Sheila Sullivan-Jardim
Executive Director
Brockton Area Workforce Investment Board
34 School Street
Brockton, MA  02301
Review of applications will continue until position is filled.  
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