JOB CLASS DESCRIPTION
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Building Brighter Futures Together.

	Job Class: YouthBuild Placement Advisor

	Department: YouthBuild

	Supervisor: YouthBuild Manager

	FLSA Status: Non-Exempt

	Grade: 

	Revision Date: March , 2022

	Prepared by: Bi-County CAP, Inc.


YouthBuild Mission:

With love and respect, we partner with opportunity youth to build the skillsets and mindsets that lead to lifelong learning, livelihood, and leadership.

Job Summary:
The YouthBuild Placement Advisor is responsible for guiding, encouraging, and mentoring YouthBuild program participants while identifying and building skills necessary to obtain meaningful employment, apprenticeship, and/or post-secondary placement; they assist participants through the processes of acquiring such placements during and after the program period; they are outgoing and have great communication skills to collaborate with apprenticeship reps, contractors, employers, and admission counselors to build lasting partnerships for future placement opportunities; they have great organizational skills to track and document participant progress; they are self-motivated and capable in arranging meetings with current and future placement partners, with little to no supervision, while representing the agency. 

Scope of Responsibility:

The position routinely exercises independent judgment, action and decision making in performing responsibilities.

Essential Duties and Responsibilities:
1 Provide support to program participants throughout all aspects, from exploration to acquiring of, job/career/registered apprenticeship/post-secondary placement;

1.1 Organizes job/career, post-secondary exploration, and apprenticeship development activities to promote a successful placement after YouthBuild; 

1.2 Researches potential suitable job/apprenticeship/post-secondary opportunities in the region and keeps a list of contacts for placement reference;

1.3 Seeks out training opportunities, certifications, or other stackable credentials offered by area providers for participants;

1.4 Develop relationships with area employers, counselors, and trainers to secure opportunities for the advancement of YB participants;

1.5 Solicits job shadowing opportunities from area businesses and professionals to build participants’ interest or transition them into a full position; 

1.6 Assists program participants with activities needed to gain access to post-secondary education, apprenticeship, and/or employment (e.g., transporting them to initial visits to meet admissions counselors or potential employers, assisting them with FAFSA, or acquiring enrollment information);  

1.7 Strives for participants to achieve program placement outcome goals and interprets results from generated reports in order to recognize when there’s need for improvement;

1.8 Represents Bi-CAP at meetings associated with placement for youth;

1.9 Arranges for tours of post-secondary institutions and area businesses.

2 Provide individualized mentoring for program participants.

2.1 Mentors participants as they create a placement portfolio containing activities on work ethics, proper application etiquette, skills assessments, and more; 

2.2 Develops respectful and meaningful relationships with program participants; 

2.3 Serves as a role model for YouthBuild participants;

2.4 Encourages growth and development by providing on-going encouragement in support gaining employment;

2.5 Assists and participates in community service and volunteer group activities. 

3 Develops, facilitates and/or participates in appropriate YouthBuild program activities.

3.1 Assists in the development and follow-up of Individualized Leadership Development Plans (ILDPs or goal sheets);

3.2 Supervises participants at school, as needed, and communicates regularly with school staff.

3.3 Participates in midterm and exiting reviews with other staff; 
3.4 Coordinates with Program Advisor to arrange for guest speakers on life skills topics or with local businesses, agencies, and post-secondary bodies to encourage partnerships and opportunities for participants; 

3.5 Chaperones YB participants at overnight state or national functions, local activities and transports YB participants as requested, alone or with other YB professionals;

3.6 Practices safe driving habits and follows state law while transporting participants and staff to activities and site;

3.7 Attends staff and interagency meetings.

4 Evaluates or assesses YouthBuild participants and their individual situations.
4.1 Mentors participants through possible barriers to placement based on their YouthBuild program performance and provides feedback on areas to improve; 

4.2 Assists in the participant selection process and participates in orientation;

4.3 Coordinates with staff to support participants with individualized life situations.
5 Performs functions in a way as to contribute to improving the self-esteem of YouthBuild participants.

5.1 Promotes the development of skills necessary to enable participants to function successfully, now and in the future, in whatever role they choose to pursue in becoming self-sufficient;

5.2 Interacts with participants in such a way as to promote positive self-esteem;

5.3 Mentors participants through the exploration process to identify possible alternatives that would have a positive impact on their economic and life situation and make referrals when appropriate;

5.4 Assists participants in mastering component competencies on an on-going basis.

6 Oversees appropriate administrative or miscellaneous tasks in support of the YouthBuild program.

6.1 Summarizes participant placement goals and progress on Monthly Monitoring Letters;
6.2 Responsible for quarterly follow-up of exited participants to ensure placement and prepares program compliance reports relating to job/post-secondary placement, i.e. MIS (DOL), YB Data (YouthBuild USA) reports, and Participant Database (DEED).

7 Communicates and maintains working relationships with others in carrying out job functions.

7.1 Works cooperatively with employers, reps, counselors, etc. to assist youth in gaining work, apprenticeship, and/or post-secondary placement;

7.2 Attends and represents the program and agency in a responsible, professional manner at all meetings;

7.3 Frequently interacts with agency staff, clients and/or contractors to exchange information;

7.4 Refers issues and concerns to the appropriate party for resolution as necessary;

7.5 Keeps immediate supervisor informed of all problems, unusual matters of significance coming to his/her attention so that prompt corrective action can be taken where appropriate;

7.6 Exercises courtesy in communicating with other members of the organization to provide information relating to the work assignment and progress of work or to convey information about conditions or work related needs;

7.7 Adheres to agency’s policies concerning data privacy.

8 Performs all job duties in compliance with safety guidelines and with an ongoing awareness of safety practices.
8.1 Knows and follows organization’s rules as well as sound work and safety practices in order to accomplish the job objectives and avoid injury or loss;
8.2 Knows Bi-CAP’s AWAIR and Right to Know policies and procedures;

8.3 Wears proper protective equipment when policy requires or conditions indicate a need exists and utilizes proper body mechanics and ergonomics while performing work;

8.4 When potentially unsafe conditions are observed makes efforts to avoid or correct them if they are controllable and draws them to the attention of the responsible supervisor or safety representative in a timely manner.
9 Performs other duties and activities as assigned.

Minimum Qualifications:
Two-year degree in human services related field with at least 2 years’ experience working with youth OR a four-year degree in human services related field. Experience working with youth in a placement role is preferred. The job requires a valid driver’s license.
Knowledge, skills and ability include: 

· Knowledge of the job, apprenticeship, and post-secondary search and placement components;

· Knowledge of interviewing techniques, resume writing and presentation skills;

· Knowledge of issues encompassing job search;

· Must have basic reading and writing skills;

· Knowledge in navigating Microsoft computer programs, including Word, Excel, and standard search engines;

· Must have excellent communication and technical skills; 
· Must have ability to communicate through in-person meetings, video conferencing, email, phone, and online application platforms;
· Must be organized in documenting participant progress and outcomes and able to organize and follow calendared events;
· Ability to learn tasks through webinar tutorials and grant required trainings;
· Must be flexible to possible changes within daily activities;

· Ability to work effectively with program participants, co-workers and other engaged in program delivery; 

· Ability to meet the requirements of the Department of Human Services background study;

· Ability to establish and maintain effective working relationships with others;

· Must be unbiased toward low-income families, other racial and ethnic groups, and has an appreciation of cultural diversity and differing values.  
Physical Demands & Working Conditions:

Most work is performed in a normal office environment.  Regular driving is required to attend meetings and drive program participants to appointments. Position requires frequent sitting, occasional lifting, bending, twisting, kneeling and standing. The position also requires the ability to frequently lift 10 lbs and up to 50 lbs. on occasion. The job may involve dealing with and calming individuals who are emotionally charged over an issue. 

Some requirements in this job description may exclude individuals who pose a direct threat or significant risk to the health and safety of themselves or other employees.  All requirements are subject to modification to reasonably accommodate individuals with disabilities.
Requirements are representative of minimum levels of knowledge, skills, and experience required.  To perform this job successfully, the worker must possess the abilities and aptitudes to perform each duty proficiently.

 

This document does not create an employment contract, implied or otherwise, other than an "at will" employment relationship.  The Executive Director retains the discretion to add duties or change the duties of this position at any time.
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Helping People. Changing Lives. Building Community.

Serving Beltrami and Cass Counties
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