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Summary:  Under general supervision, provides job placement assistance and job readiness skills training to DHA clients.

Essential Job Functions:  The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification.  Shown are duties intended to provide a representative summary of the major duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.

· Supervises resident employment recruitment programs and the job developer
· Coordinates activities with DHA’s resident employment programs and procedures. 
· Conducts job readiness and pre-employment skills training at assigned public housing sites. 
· Provides career counseling to target residents at grant funded public housing sites.
· Reviews current information related to the current job market in order to better serve DHA clients.
· Represents DHA at public events to increase partnerships, recruitment resources and enhance program services.
· Develops strategic plans to link DHA residents to local Work Source programs and opportunities.
· Assess and analyzes current job trends and resident employment opportunities. 
· Completes monthly, quarterly and annual reports as required, and regularly reports    Section 3 data.
· Provides outreach to clients at assigned public housing sites through letters and announcements regarding upcoming events and activities.
· Develops and maintains a data base of residents seeking employment at assigned public housing sites and refers qualified residents to viable positions.
· Conducts specific job programs for designated grant funded public housing sites.
· Explains nature of DHA programs, procedures and services to clients; maintains absolute confidentiality of work-related issues, client records and DHA information.
· Supports the relationship between DHA and the constituent population by demonstrating courteous and cooperative behavior when interacting with clients, visitors, and DHA staff.
· Enthusiastically promotes the President/CEO’s priorities for the operations of DHA.
· Performs other duties as assigned or required. 



Knowledge and Skills:

· Knowledge of DHA organization, operations, policies and procedures.
· Knowledge of Federal rules and regulations as they apply to Section 3 and job placement.
· Knowledge of the principles and practices of recruiting and job placement.
· Knowledge of job readiness instruction, employment counseling and coaching techniques.
· Knowledge of the principles of record keeping and records management.

· Skill in understanding, interpreting and applying job placement standards and procedures, and applicable Federal rules and regulations.
· Skill in organizing activities, programs and events.
· Skill in making presentations, interviewing individuals and analyzing assessments.
· Skill in preparing reports and analyzing data.
· Skill in operating a personal computer utilizing a variety of business software.
· Skill in effective communication, both verbal and written.
· Skill in interacting with people of different social, economic, and ethnic backgrounds.

MINIMUM QUALIFICATIONS:

Bachelor’s degree in Career Counseling, Human Resource Management or a related field, and two (2) years of recruitment or employment placement experience; OR an equivalent combination of education and experience.
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