SAN BERNARDINO COMMUNITY COLLEGE DISTRICT

SUPERVISOR, JOB DEVELOPMENT
Under the direction of the Dean, Cal Works, Career College, and Workforce Education, the Supervisor, Job Development will be responsible for coordination of the job development and placement program; expanding services, developing effective job placement methods; maintaining relationships with placement sites; training and supervising assigned staff. 
EXAMPLES OF DUTIES

Duties may include, but are not limited to, the following:

Train, supervise, and evaluate the performance of assigned staff, interview and select employees, and recommend necessary personnel actions

Coordinate with county welfare and off-campus employers to develop workshops with career centers and County Employment Services Centers.
Develop orientations with county job clubs and employment specialists 
Assess overall student needs to discover barriers to success

Maintain accurate placement and retention of employee records

Develop evaluation of training and conduct orientations with employers in regards to work study positions

Conduct periodic evaluations and provide feedback regarding the student’s employment performance
Works with Cal Work’s counselors, College Work Experience Coordinator and Career Center to make ensure that students job placement matches educational plans and employment objectives

Participate in the development of student’s Individual Placement Plan

Assist with development and maintenance of website for potential employers

May represent the department or campus at meetings, conferences, and training programs related to employment and work search programs

Perform related duties as assigned

MINIMUM QUALIFICATIONS

· Education and experience equivalent to a Bachelor’s Degree and three years of experience in program and job development, including job placement with state, county, and city agencies.
· Demonstrated sensitivity to and understanding of the diverse academic, socioeconomic, cultural, disability, and ethnic backgrounds of community college students.

 KNOWLEDGE AND ABILITIES
Knowledge of applicable federal and state program guidelines and regulations such as Job Employment Services Division regulations, and employment law and regulations regarding FLSA, ADA, FMLA, etc.; job placement and referral techniques, employment and interviewing skills, labor market and industry employment needs;  basic principles of supervision and personnel management; correct English usage, grammar, spelling, punctuation, and vocabulary.
Ability to coordinate, communicate, and process District programs; motivate students/program participants to achieve goals; read, interpret, and explain rules, regulations, policies and procedures; mediate and resolve conflicts between job program participants and employers; organize information and prepare reports; maintain necessary documentation; establish and maintain effective working relationships with participants, employers, community service agencies, members of the public, and staff; communicate effectively in written and oral form; make presentations to large and small groups; work with a diverse population; operate a computer.
SPECIAL REQUIREMENT

Possess and maintain a valid and clear California Driver’s License and provide own transportation for travel between sites.  Requirement of Driver’s License may be waived provided that the employee can demonstrate alternate means of transportation acceptable to the District.

WORKING CONDITIONS

Position may require standing for long periods of time, sitting, and walking; hearing and speech to communicate information; dexterity of both hands; reaching pulling, pushing, kneeling; ability to lift up to 25 lbs.  Travel from site to site.  
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