
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

DISTINGUISHING FEATURES OF THE CLASS:  
This  i s  an ent ry- leve l  posi t ion in  the  f ie ld  o f  workforce /vocat ional  guidance  in  the  loca l  

Employment  & Tra ining Program.   This  posi t ion provides  p rofess ional  guidance  & re la ted  

services  to  ind ividuals  par t ic ipa t ing in  var ious  aspec ts  o f  the  loca l  Employment  & Tra ining 

Program.   The  dut ies  invo lve  the  responsib i l i t ies  o f  ass is t ing par t ic ipants  o f  the  p rogram in 

fo rmula t ing and  changing employabi l i ty p lans  which may involve  remedia l  educat ion,  wo rk 

exper ience ,  spec ia l ized  ski l l  t ra ining,  and  re la ted  suppor t ive  services  such as  job  re fer ra l  

se rvices ,  benefi t  se rvices ,  e tc .   The  Workforce  P rogram Specia l i s t  i s  ca l led  on to  exerc ise  sound  

profess ional  j udgment  in  fo rmula t ing and  car rying out  p lans  to  meet  ind ividual  

workforce /vocat ional  p rob lems faced  by the  par t ic ipants .   Work i s  per formed under  the  genera l  

supervis ion of  a  higher  leve l  adminis t ra t ive  s ta ff  employee  of  the  agency or  the  Direc tor  o f  

Employment  & Tra ining I I ,  who ,  as  necessary,  o ffers  guidance  and  ins t ruc t ion on ind ividual  

cases .   Supervis ion may be  exerc ised  over  the  work of  para -profess ional  and  c le r ica l  ass is tants .   

The  incumbent  o f  this  posi t ion does  re la ted  work as  requi red .    

 

TYPICAL WORK ACTIVITIES:  (Il lustrative Only)  
Conducts  in-dep th inte rviews to  de termine  c l ient  qua l i f ica t ions  and  c lass i f ica t ions  fo r  job  

re fer ra l  se rvices ,  unemployment  insurance  benefi t  se rvices ,  o r  the  need  for  spec ia l  se rvice  

such as  tes t ing,  counse l ing,  and  t ra ining and  enters  informat ion ob ta ined  to  the  appropr ia te  

da ta  base ;  

Markets  and  provides  on -s i te  business  p lanning and  consul t ing by personal ly conduct ing 

out reach for  c l ients  to  inform,  p lan and  de l iver  Workforce  Development  services  involved  in  

workforce  services  such as  t ra ining,  j ob  ana lys is ,  rec rui tment ,  p lant  c los ings ,  expansions ,  

re too l ing,  layoffs ,  e tc . ;  

Meets  wi th  c l ients  ind ividual ly o r  in  groups ,  to  advise  and  provide  informat ion on Workforce  

Development  services  and  programs;  

Per forms funct ions  involving case  management ,  such as  employment  bar r ie r  ident i f ica t ion,  

voca t ional /educat ional /assessment  and  career  p lanning,  p rovis ion of  suppor t  se rvices ,  

employabi l i ty p lan reviews,  and  case  f i le  record  keep ing;  

Wri tes  job  orders  f rom employers  in  o rder  to  record  an accura te  descr ip t ion of  requi red  job  

dut ies ,  wages ,  working hours ,  and  o ther  per t inent  re fer ra l  informat ion by phone  or  in  person;  

se lec ts  appropr ia te  occupat ional  and  indust r ia l  codes  from c lass i f ica t ion and  ver i f ies  resul t s  

o f  j ob  re fer ra ls  by contac t ing employers  by mai l  and  phone;  

Analyzes  employer  job  orders  to  ob ta in  occupat ional  da ta  necessary fo r  se lec t ion and  refer ra l  o f  

qua l i f ied  workers  by us ing job  ana lys is  techniques  such as  verba l ly so l ic i t ing informat ion on 

ac tua l  content  and  descr ip t ion of  job  dut ies  and  the  ski l l s  and  ab i l i t ies  needed  for  job  

per formance;  
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TYPICAL WORK ACTIVITIES, con't:  

 

Uses  computer  and  ut i l izes  sof tware  to  ob ta in  informat ion,  enter  da ta ,  t rack par t ic ipants ,  and  to  

work on program ac t ivi t ies ;  

Se lec ts  the  most  qua l i f ied  app l icants  and  refers  to  employ ers  fo r  poss ib le  job  p lacement  

purposes  in  o rder  to  p rovide  a  posi t ive  and /or  def ini te  service  fo r  bo th the  employer  and  the  

app l icant  by e lec t ronica l ly f i le  searching and  then compar ing app l icant  qua l i f ica t ions  wi th  

employer  job  order  requi rements ;  

Obta ins ,  reviews,  and  ana lyzes  informat ion from c l ients  and  o ther  ava i lab le  sources  to  de termine  

ava i lab i l i ty fo r  work,  re fusa l  o f  work,  and  sui tab i l i ty o f  work i ssues  to  make  a  de terminat ion 

on e l igib i l i ty o r  cont inued  e l igib i l i ty fo r  benefi t s ;  

Uses  labor  marke t  informat ion to  enab le  c l ients  to  make  informed choices  regard ing 

occupat ions ,  t ra ining,  re loca t ion,  a l loca t ion of  resources  and  o ther  workforce  i ssues ;  

P rovides  job  search,  j ob  seeking and  job  keep ing ski l l s  t ra ining in  ind ividual  and  group  se t t ings ,  

such as  job  c lub ,  j ob  search ass is tance ,  re -employment  services ,  and  workshops ;  

Informs and  provides  technica l  ass is tance  on the  regula tory requi rements  to  c l ients  o f  spec ia l  

p rograms wi thin the  loca l  Workforce  Development  a rea  such as  Worker  Oppor tuni ty Tax 

Cred i t ,  Federa l  Bonding,  T rade  Adjustme nt  Act ,  and  T rade  Readjus tment  Act .  

 

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, & PERSONAL 

CHARACTERISTICS: 
Working knowledge  of  inte rviewing ski l l s  and  techniques;   

Working knowledge  of  bas ic  counse l ing ski l l s  a nd  techniques;   

Working knowledge  of  the  soc ia l ,  economic ,  and  labor  market  condi t ions  as  they re la te  to  

Workforce  Development  p rograms;   

Working knowledge  of  Workforce  Development  po l ic ies ,  p rocedures ,  and  s ta te  and  federa l   

    r egula t ions;   

Working knowledge  of  bas ic  math to  inc lude  add i t ion,  sub t rac t ion,  mul t ip l ica t ion and  d ivis ion;  

Working knowledge  of  cur rent  t rends  in  workforce  development ,  such as  voca t ional /educat ional   

    t r a ining,  labor  market  informat ion,  occupat ional  and  economic  t rends;   

Working knowledge  of  communi ty resources  which exis t  to  p rovide  workforce  re la ted  services ;  

Abi l i ty to  work as  a  team member  in  so lving prob lems and  improving service  de l ivery;   

Abi l i ty to  use  and  ut i l ize  e lec t ronic  da ta /da tabases  to  record  and  ana lyze  informa t ion;  

Abi l i ty to  read ,  comprehend  and  apply technica l  ins t ruc t ions  re la t ing to  Workforce  Development  

p rocedures  and  var ious  laws and  po l ic ies ;   

Abi l i ty to  exerc ise  tac t ,  pa t ience ,  and  d iscre t ion in  communica t ing and  dea l ing wi th  persons   

    wi th  a  var ie ty  o f  e thnic ,  soc ia l ,  o r  educat ional  backgrounds .  

 

MINIMUM QUALIFICATIONS:  
(A)  Graduat ion from a  regional ly accred i ted  co l lege  or  univers i ty o r  one  accred i ted  by the  

New York Sta te  Board  of  Regents  to  grant  degrees ,  wi th  a  Bachelor 's  Degree  in  Human Services ,  

Socia l  Services ,  Psychology,  Socio logy,  Counse l ing,  o r  a  c lose ly re la ted  f ie ld ,  OR  

 

(B)  Graduat ion from a  regional ly accred i ted  co l lege  or  univers i ty o r  one  accred i ted  by the  

New York Sta te  Board  of  Regents  to  grant  degrees ,  wi th  an Associa te 's  Degree  an d  two years  o f  

ful l - t ime exper ience  as  a  Counse lor ,  Caseworker ,  Employment  Interviewer ,  o r  o ther  re la ted  

posi t ion wi th  s imi lar  dut ies  and  responsib i l i t ies ,  OR  

 

(C)  An equiva lent  combinat ion of  t ra ining and  exper ience  in  the  a reas  def ined  by the  l imi ts  

o f  (A)  and  (B)  above .   


