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EMPLOYMENT AND TRAINING REPRESENTATIVE

DISTINGUISHING FEATURES OF THE CLASS: Provides professional vocational guidance and related services to
individuals participating in various aspects of the local employment and training program. Duties involve the
responsibility of assisting participants in formulating employability plans. Work is performed under general supervision
of a Sr. Employment and Training Representative or higher level administration. Does related work as required.

TYPICAL WORK ACTIVITIES: (Illustrative Only)
Interviews participants and identifies skills or job readiness problems;
Formulates employability plans for participants of the program;
Assists in the development of realistic job and/or training opportunities for participants;
Conducts group orientations and job readiness trainings in local office and outreach;
Assigns participants to work related activities such as community service, work experience and internships in the

public/private sector;
Maintains and updates client program records, employability plans and progress reports;
Documents activities to agency standards;
Assists participants in obtaining support services as needed;
Acts as an advocate for participants.

FULL PERFORMANCE. KNOWLEDGE. SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS:
Excellent communication and interpersonal skills; strong customer focus; knowledge of agency services; ability to
identify appropriate assessment needs; computer literate; operationallmowledge of agency's computer and software
systems; and excellent telephone skills. The ideal candidate would possess good problem solving and decision making
abilities; team organization and self-management skills; and have knowledge of supportive services in the area;
exceptional organizational, communications and computer skills, time management and sensitivity to needs of participants
and community agencies; generallmowledge of employment and training development programs and some lmowledge of
customer service and quality principle; physical condition commensurate with the demands of the position. Additionally,
the following list represents qualities or attributes that would enhance a person's ability to function effectively in this
position; ability to adapt to "Changingpriorities, enthusiasm, flexibility, self-confidence, sensitivity to customer needs,
resourcefulness, customer service skills, good listening skills, excellent personal appearance and conflict management
skills.

MINIMUM QUALIFICATIONS:
A) Graduation from a regionally accredited or New York State registered college or university with a Bachelor's

Degree or higher in Social Science, Human Services, Human Resources, or Education; or

B) Graduation from a regionally accredited or New York State registered college or university with an Associate's
Degree with at least 12 credit hours in any of the areas described in (A) above and two years of full-time
experience in customer service; or

C) Graduation from high school or possession of high school equivalency diploma and four years oftl..lll-time
experience as defined in (B).

SPECIAL REQUIREMENT: Candidate/incumbent must possess a valid NYS Driver's License and a driving record
acceptable to the County's insurance carrier.


