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

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

Position:      

General Employment/Job Developer
Reports to:

Program Manager


Basic Responsibilities:

Provide support to all administration staff of all General Employment opportunities and job readiness training programs of the agency (EHHCC).  Capable of handling multiple tasks simultaneously, supervision of all clerical personnel (if any), and accountable for organization and orderliness of offices and daily routines.  Able to take dictation, compose letters and reports.
Specific Duties and Functions:
· Responsible for intake/ orientation and assessment services to determine the participant’s educational level, skill abilities, education goals and employment interest. Subsequently, develop a case service plan detailing short and long-range goals for each participant as well as a schedule for the enrollee’s participation in component.

· Responsible for develop an effectively relationship with the Employers of the public and private sector and various local businesses.

· Responsible for recruiting, training, and referring 100 clients to General Employment and/or related career training occupation thought out the contract year.

· Responsible for job placement of ten (10) participants per month in entry-level employment.
· Responsible for twenty (20) entry level support referrals per month.

· Coordinate and develop a general employment job readiness training program.  Subsequently, assist each client with employment barriers through assessments tools and the utilization of resources.

· On an as-needed-basis, participate in public, government, community business and economic development meetings; respectively to entry-level and general employment.

Related Duties:
· Monitor and visit job sites for contract compliance insuring that the contractor’s and subcontractor’s efforts are consistent with the local resident hiring goals and agency’s memorandum of understanding (MOU’s)

· Responsible for developing and maintaining an effective working relationship with employers and contractors; while acting as a program liaison to assigned job site(s) as determines by immediate supervisor

· On a regular basis schedule and conduct field trips to various job fairs and employment centers.

· Responsible for the development of an General Employment log book

· Responsible for the planning and implementation of general employment workshop and job career awareness.

· Responsible for maintaining accurate and current records on each participant on caseload.

· Responsible for providing progress reports (and/or) monthly records as stipulated by immediate supervisor or program coordinator.

· Participate in all general, program and component staff meetings.

· Responsible for retention

Requirements:

A minimum of a Baccalaureate Degree majoring in Business Administration and/or professional experience related to workforce development or construction background.  Experienced using MSWord, Access, PowerPoint, Windows XP, and basic PC operations.

Desirable Attributes

A minimum of 2 years employment development experience with related work, activities and/or assignment, One (1) year instructional experience in a career and/or educational development program highly recommendable.

Our Organization

Ella Hill Hutch Community Center is a non-profit Community Based Organization located in the Western Addition of San Francisco. Ella Hill Hutch began serving low to moderate Youth and Adults in 1981. Our goals include providing innovative creative and result oriented programming focusing on academic achievement, crime and violence reduction, economic empowerment, job training and placement, and community involvement.  Our goal is to provide the very best quality of services through education, job placement and development, recreational activities, and social interactions in a holistic environment.

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
