
 

 
 

 

 

 

 

 

 

 

 

 

 

DISTINGUISHING FEATURES OF THE CLASS:  
An employee  in  this  c lass  i s  responsib le  fo r  per forming a  var ie ty o f  paraprofess ional  tasks  in  an 

Employment  & Tra ining Agency.   Such tasks  may inc lude  informat ion ga ther ing,  conduct ing 

ini t ia l  in te rviews wi th  and  ver i fying program e l igib i l i ty o f  par t ic ipants .   Under  supervis ion 

per forms such tasks  as  assessment ,  counse l ing,  j ob  development  fo r  c l ients  and  moni to r ing of  

sub-cont rac tors .   The  work d i ffe rs  f rom c ler ica l  work in  tha t  the  incumbent  i s  requi red  to  app ly 

knowledge  of  employment  and  t ra ining to  ind ividual  s i tua t ions  and  has  an independence  of  

judgement  no t  found  in  c le r ica l  d isc ip l ines .   The  posi t ion i s  under  the  d i rec t  supervis ion of  the  

Employment  & Tra ining Direc tor .   Coord ina tes  wi th  c le r ica l  personnel  to  accompl ish spec i f ic  

tasks  such as  resume prepara t ion,  genera t ion of  repor ts ,  compi l ing program informat ion and  

mater ia ls ,  cor respondence ,  e tc .   Does  re la ted  work as  requi red .  

 

 

TYPICAL WORK ACTIVITIES:  (Il lustrative Only)  
Interviews c l ients  to  ident i fy ski l l s  and  ap t i tudes  o r  job  read iness  and  ass is t s  in  fo rmula t ion of  

par t ic ipant  ind ividual  service  s t ra tegy and/or  employment  development  p lan;  

Reviews c l ient 's  app l ica t ions  and  de termines  p rogram e l igib i l i ty;  

Assis t s  in  the  development  o f  rea l i s t ic  job  and /or  t ra ining oppor tuni t ies  fo r  agency c l ients ;  

Assis t s  in  matching job  ready program par t ic ipants  to  ava i lab le  employment  posi t ions  in  the  

publ ic  o r  p r iva te  sec tor ;  

Disseminates  informat ion to  c l ients  regard ing job  oppor tuni t ies ,  t ra ini ng or  o ther  agency 

programs;  

Under  supervis ion,  ass is t s  in  non -f i sca l  moni to r ing of  sub -agents ,  t ra ining providers  o r  

worksi tes ;  

Responsib le  fo r  the  re tent ion and  update  o f  c l ient  and  par t ic ipant  f i les ;  

P repares  a  var ie ty o f  records  and  repor ts  re le vant  to  the  p rogram;  

Assis t s  cus tomers  in  resource  room and  d i rec ts  cus tomer  f low.  

 

 

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, & PERSONAL 

CHARACTERISTICS: 
Working knowledge  of  Employment  & Tra ining programs,  soc ia l  sc ience  concepts  re la ted  to  

pover ty and  unemployment ,  and  Workforce  Development ;  

Abi l i ty to  o rganize ,  co l lec t ,  and  interpre t  da ta  and  informat ion as  re la ted  to  Employment  and  

T ra ining Programs and  Pro jec ts ;  

Abi l i ty to  es tab l i sh and  mainta in  e ffec t ive  working re la t ionships  wi th  var ious  publ ic  and  p r iva te  

sec tor  agencies ,  c l ients ,  and  labor  groups;  

Abi l i ty to  use  an a lphanumer ic  da ta -ent ry keyboard  to  enter  and  re t r ieve  da ta  f rom computer  

f i les ;  

Abi l i ty to  express  onese l f  bo th ora l ly and  in  wr i t ing;  

Abi l i ty to  unders tand  ora l  and  wr i t ten d i rec t ions .  
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MINIMUM QUALIFICATIONS:  
 

(A)  Graduat ion from a  regional ly accred i ted  or  New York Sta te  regis te red  two -year  co l lege  

with as  assoc ia te ’s  degree  OR comple t ion of  60  semester  c red i t  hours  in  a  regional ly 

accred i ted  or  NYS regis te red  univers i ty;  OR  

 

(B)  Possess ion of  a  high school  d ip loma or  possess ion of  an equiva lency d ip loma and  two 

ful l  years  o f  pa id  o r  vo lunteer  exper ience  in  a  non -profess ional  posi t ion suppor t ing 

soc ia l  se rvices ,  human services ,  employment ,  o r  o ther  communi ty based  program or  

s imi lar  agency.   The  exper ience  must  be  re la ted  to  employment  and  t ra ining counse l ing,  

case  management ,  j ob  development ,  o r  suppor t  se rvices  fo r  economica l ly d isadvantaged ,  

minor i ty o r  handicapped  persons;  OR  

 

(C)  Any equiva lent  combinat ion of  t ra ining and  exper i ence  as  def ined  by (A)  or  (B)  above .  

 

 

Note :   Ver i f iab le  par t - t ime* and/or  vo lunteer  exper ience* wi l l  be  p ro -ra ted  toward  meet ing the  

ful l  t ime exper ience  requi rements .    

 

*Dut ies  per formed must  be  spec i f ic  and  exac t  hours  worked  must  be  ver i f iab le  and  repor ted  on 

the  app l ica t ion.    

 

 

SPECIAL REQUIREMENT: 
Cer ta in  ass ignments  made  to  employees  in  this  c lass  wi l l  requi re  reasonable  access  to  

t ranspor ta t ion to  meet  f ie ld  work requi rements  made  in  the  o rd inary course  o f  business  in  a  

t imely and  eff ic ient  manner .   Opera t ion of  county-owned  vehic les  requi res  employees  to  possess  

a  cur rent  va l id  New York Sta te  Motor  Vehic le  Opera tor ’s  l icense .  

 

 

 

 


