Ella Hill Hutch Community Center
              1050 McAllister Street, San Francisco, California 94115

               Tel. (415) 921-6276 • Fax (415) 921-0643

Employment Opportunity

Job Title:
Employment Program Manager

Reports to:
Executive Director

Description of Ella Hill Hutch Community Center Employment Program (EHHCCEP):

The Ella Hill Hutch Community Center Employment Division has served the Western Addition Community for over 16 years.  EHHCCEP offers a comprehensive blend of support services, career planning, job training, education, and job placement.  Our program is integrated with curricula to help prepare participants for successful employment.  EHHCCEP offer careers in the construction trades through apprenticeship opportunities or direct referral with unions.  

Duties and Responsibilities of Position Include:

Under general supervision of the Executive Director, EHHCCEP administers all EHHCC Employment Programs which requires up-to-date knowledge of all its administrative, operational and personnel aspects of the program.  Assumes primary responsibility for developing and maintaining pertinent contacts between EHHCC and leaders, employers, businesses, private and public agencies, potential funding sources, and contractors. Standard duties expected include development and evaluation of all employment programs, staff, attending specified organizational meetings, pursuing professional growth activities, and performing other duties consistent with the role of a program manager. 

The person will supply the Executive Director, or his/her appointed authority, with bi-weekly activity reports that track and document the services provided by and issues pertaining to the Employment Department.  This position creates reports that are filed with the Private Industry Council (PIC) and the Executive Director, or his/her appointed authority.  

This position requires that a database be maintained so that all program participants’ records reflect current/up to data information

Qualifications:

· Understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, religious, and cultural backgrounds, disability, and sexual orientation of participants and staff.

· At least 5 years experience in employment development and training of at-risk youth and adults of various ages.

· At least 3 years management experience.

· Any combination of case management work, training, and/or experience in cross-cultural teaching and learning and diverse learning styles, and experience in developing employment materials.

· Experience as a leader using a variety of approaches and collaborative methodologies in a classroom setting.

· Interest in assuming leadership roles and developing programs.

In addition, successful candidates will demonstrate the following knowledge and abilities:

· General knowledge of current strategies to address unemployment and training in low-income, and communities of color.

· Ability to implement curriculum for multiple learning styles using a variety of delivery methods.

· Ability to work effectively with staff and clients to motivate them, help them develop a wide range of skills, and assist them in attaining their vocational and transfer goals.

· To improve the access of low and moderate-income residents of the WA-1 or WA-2    Project Areas to the employment and training opportunities that arise from SFRA redevelopment activities as well as other agencies, public or private.

· To contribute to the success of SFRA related construction projects by assisting in the identification and development of a skilled, qualified, workforce that may assist in the construction process.

· To contribute to the success of SFRA redevelopment activities by assisting in the identification of a skilled qualified workforce from which employers on redevelopment sites may draw new employees.

Application Packet:

· A cover letter detailing your qualifications, skills and abilities as they relate to the position, and a statement outlining your philosophy of employment development. Please address in particular your approach to working in at-risk communities.

· A current resume of all work experience, formal education and training.

· Photocopies of all college transcripts and certifications.

Salary Range: Competitive salary plus benefits; actual placement is non-negotiable and is based on applicant's verified education and experience.

Terms of Employment: Full-time; salaried.

All application packets must be received by 5:00 P.M. Wednesday, January 30, 2007 

Complete applications should be sent to:

EHHCC Management Hiring Committee

Ella Hill Hutch Community Center 

1050 McAllister Street

San Francisco, CA 94115

executivedirector@ellahillhutch.org

415-921-0643 FAX

