Jurisdiction:  Schuyler County

Jurisdictional Class:  Competitive

Adopted:  
STAFF & WORKFORCE DEVELOPMENT COORDINATOR
DISTINGUISHING FEATURES OF THE CLASS: 

This work involves directing, planning, coordinating and implementing a comprehensive training program with educational activities for all employees of Schuyler DSS.  Additionally this position is responsible for performing duties related to DSS Employment Unit Development for the employable client population who are served by DSS.  The work is performed under the general supervision of the Commissioner of Social Services in accordance with staff development policies and objectives with leeway allowed for high level and exercise of independent judgment in carrying out the day to day activities of the program within established guidelines and policies.   Does related work as required.

TYPICAL WORK ACTIVITIES:
Plans, develops and implements a variety of programs, workshops and training activities to assist public assistance clients to enter the work force, and includes providing limited case management services for welfare recipients in obtaining gainful employment;
Conducts, arranges for, or coordinates formalized training programs (or a portion of programs) on various subject matter related to the needs assessments of the work and services provided by DSS employees, or related to the needs of the employable client population;

Manages all training and education needs in DSS to develop a highly competent and effective staff, this will include, but not be limited to: orientation of new employees and exit interviews of departing employees, establishing employee competencies for new employees or newly promoted workers, ensuring all mandatory training requirements are met and training records are kept, submitting regular and relevant reports, etc.;

Conducts training needs assessments of employees and works with Supervisors to determine unit/individual training needs, establishes training criteria, and conducts evaluations and assessments of the training, in-services and state/local contracted training to determine effective use of resources in obtaining desired outcomes;

Maintains materials related to training programs such as audio/video media, books, self-study material, curriculums, lesson plans and also maintains the library of state/federal directives;

Initiates and maintains contacts with statewide and local resources for the development of local training purposes for workers and job development efforts for DSS clients;

Plans, coordinates and facilitates Process Improvement Reviews with Unit Supervisors and Administration to promote change and program efficiencies within the Department;

Has various responsibilities for statewide and local computer applications, such as the State On-Line Query (SOLQ), Welfare Management System (WMS), Welfare-to-Work Case Management (WTWCM), State Tracking and Registration (STARS), etc.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:  

Good knowledge of federal, state and local laws, rules and regulations relating to training and employment of social service programs;
Good knowledge of the principles and practices of conducting a staff development program;
Good knowledge of both private and public employers in the community as well as public service and/or government employment, training and vocational rehabilitation organizations;

Working knowledge of the problems of the disadvantaged and the unemployed in obtaining employment;

Ability to assess and indentify training needs;

Ability to develop training outlines and conduct training programs;

Ability to express oneself clearly and concisely, both orally and in writing;

Ability to establish and maintain effective working relationships with other agencies in the community, private and government employers, other units within the Social Services Department, and with clients;

Ability to perform duties with minimal supervision;

Integrity and good judgment;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:  Either
A.
Graduation from a regionally accredited college or university or one accredited by the New York State Board of Regents to grant degrees with a Bachelor’s Degree or higher, and one year full time work experience, or its part time equivalent, in, teaching or planning, developing and conducting a job development program or in-service trainings; personnel or vocational counseling or placement program; or determining eligibility for a social services, employment, or training program, or

B.  Graduation from a regionally accredited college or university or one accredited by the New York State Board of Regents to grant degrees with an Associate’s Degree, and three years full-time work experience, or its part time equivalent, as described in (A) above.
Staff and Employment Training Coordinator
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