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job developer 
Annual Salary Range -- $30,000 - $36,000
	Job Summary


The Job Developer position will provide assistance to Workforce Investment Act (WIA) participants to obtain and maintain employment.  The individual will be primarily responsible for job creation, securing internships, conducting employer outreach, and serve as a liaison between employers and participants. The Job Developer will develop relationships with employers and obtain labor market information to identify industries and occupations.  The individual must be knowledgeable of employer needs, hiring practices, testing requirements, and employee retention plans; inform them of incentives and the process for participating in on-the-job training, customized training, internships, apprenticeships and other programs as applicable. As a WIB staff member, the Job Developer will perform general administrative duties, as is expected of any WIB staff, and must be performed in order for this position to remain in compliance with WIA guidelines.  Such duties are noted with an asterisk.  Many of the Job Developers traditional duties may also be considered WIB duties and be credited toward the 50% requirement of duties which are not direct participant driven.  Such duties are noted with a double asterisk.
	Key Elements


· Work closely with the Human Resources Departments of businesses and industries and become knowledgeable of their employment needs;
· Work with employers to secure internships;

· Provide contact with employers to stay informed of participants’ progress on worksites;
· Assess the employability of program participants;
· Make appropriate referrals of program participants to employers and other service providers;
· Maintain contact with employers and businesses which hired participants and for new employment;

· Maintain contact and follow up with participants placed in employment;

· Work closely with WIA case managers and WIA management to successfully identify and place participants in work experiences;
· **Coordinate employment activities with other local employment agencies such as VEC and other agency partners;

· **Assist with planning and implementing job fairs;

· **Promote program objectives through public presentations and other public relations activities, including social media; examples are television or radio appearances and making presentations community organizations such as Rotary Clubs, Kiwanis or business networking groups to promote the Virginia Workforce Network and the WIB; a copy of the program or agenda and presentation will be delivered to the Executive Director in a timely manner;
· **Establish and maintain relationships with potential partners and seek collaborative opportunities which support the organization’s mission;
· **Work with Executive Director and Program staff to develop and maintain all relationships with agency partners and community stakeholders; examples include attending community meetings and will require timely delivery to the Executive Director of the following for each meeting:
· An agenda

· Sign-in sheet

· Comprehensive notes or minutes

· A copy of handout material (if applicable)
· **Collaborate with Grants Administrator, staff and agency partners to coordinate outreach (marketing) activities including social media, website content, printed collateral, e-newsletter and public announcements including press releases and meeting notices as applicable to WIA and other complementary programs; examples include success stories and pictures, flyers or announcements for upcoming job fairs or content for e-newsletters;
· *Maintain inventory incompliance with Property Acquisition and Disposal Policy; annual inventory audit may be scheduled; new items will be inventoried and tagged upon purchase;
· *Completing administrative duties to support the Executive Director or other WIB staff including completing reports, maintaining records, reviewing policies, procedures, regulations and performance measures of WIA; examples include proofreading documents, data entry, analyzing policies and program statistics or customer service surveys; assignments will be given with a timeline for completion;

· *Assists with general office responsibilities, such as but not limited to (1) greets and answers phone, directs calls appropriately and responds to questions, (2) opens, dates and sorts mail, (3) orders office supplies (4) maintains various contact lists;
· Other duties and special projects as needed.
	Education/training/Experience


· Bachelor’s degree required;

· Exceptional knowledge of technology, including Microsoft Office Suite, Adobe Pro, social media and other software necessary for successful reporting and public relations duties;
· Excellent project management skills;

· Demonstration of successful work in Human Resources;

· Demonstration of successful sales experience;

· Demonstration of successful relationship building;
· Knowledge of businesses located in the Martinsville-Henry County area;

· Valid driver’s license.

	Skills


· Excellent oral and written communications skills;
· Excellent interpersonal skills;

· Ability to work collaboratively with diverse groups, stakeholders and elected officials;
· Plan, organize and prioritize work in order to accomplish program goals in a timely and accurate manner;

· Follows policies and procedures;
· Completes administrative tasks correctly and on time;
· Supports organization's goals and values;
· Respects diversity;
· Adapts to changes in the work environment;
· Able to deal with frequent change, delays or unexpected events.
	Physical Demands                                                                                                               


Must be able to perform tasks which involve the ability to lift up to 50 pounds, stand for extended periods of time.  Tasks may involve extended periods of time sitting at a keyboard or workstation on a daily basis.
	Equipment


This position uses all general office equipment including computer, e-mail, fax, copier, calculator, electronic tablet and other related equipment on a daily basis.

	Working Conditions


When performing in an office setting, the noise level in the work environment is usually moderately quiet.

The above job description outlines the general details considered necessary to describe the essential functions of this job.  It is not a listing of all work requirements or duties that may be a part of this job.
The West Piedmont Workforce Investment Board is an equal opportunity employer. Auxiliary aids and services are available upon request to individuals with disabilities.
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