Communities In Schools of the Heart of Texas
Position Announcement
Title:
Workforce Program Coordinator          Reports To:
Workforce Program Director
Summary

This full-time position will be responsible for administratively supporting all Workforce Youth Services Programming under the supervision of the Workforce Program Director. 
Duties and responsibilities
The Workforce Program Coordinator will be the primary supervisor for a small team of Career Coaches, provide administrative support for Summer Earn and Learn Programming, Work Experience Programming and Workforce Innovation and Opportunity Act Services. This position will oversee case management, contract deliverables, and certain staff development. This person will act as the CIS Workforce Services Representative in the community, develop new relationships to recruit program participants, and conduct customer satisfaction surveys as requested.  
Education

Master’s Degree in Social Work, or related field preferred, Bachelor’s Degree in Social Work or related field plus four years’ full-time work experience required. 
Experience & Qualifications
· Work experience in the fields of human services, social work, non-profit settings or working with at-risk youth 
· Prior experience supervising staff members preferred 

· Experience managing and supervising budgets  
· Familiarity with processing software programs, such as Microsoft Office 
· Familiarity in working with individuals with disabilities

· Uses person first language and exhibits competency in diversity awareness

· Excellent organizational skills with the ability to plan and implement social service programs.
· Excellent written and oral presentation skills required.
· Strong relationship building skills.
· Effective intervention, advocacy, and negotiation skills.
· Must complete and clear Criminal Background Check.

Compensation
Range: $38,500 - $41,000
Respond by submitting a cover letter and résumé to:
By mail – CIS-HOT/Attn: Human Resources, 1001 Washington Ave., Waco, TX 76701
By fax – (254) 753-4415
By e-mail – hr@cis-hot.org  
Equal Opportunity Employer


