Housing and Workforce Development Coordinator

This is an exempt full time position of AIRS and qualifies for a comprehensive benefits package. All selected candidates are subject to initial drug screen.

AIRS provides comprehensive supportive housing services to enhance quality of life, emphasizing self-sufficiency for low-income and homeless individuals and families living with or at risk of HIV/AIDS or other disabilities. A new area of intervention includes homeless youth and young adults under the banner City Steps.
Position Summary

This position reports to the Executive Vice President of Programs. The Housing and Workforce Development Coordinator’s primary responsibilities are the development of programs for AIRS/ City Steps clients that build positive pre-employment experiences, provide job readiness assessments; soft skills training resume and interview preparation. Assist our work-ready candidates for direct job placement. Create ways for connecting with community-based organizations to provide employment training and other resources for our clients. Ultimately, the position will create, manage and forge partnerships with industry and education sectors, as well as other relevant entities that will move selected clients into competitive employment.  
Essential Duties

· Develop and co-lead a Housing Independence group curriculum that covers financial issues, housing maintenance, conflict resolution, and personal goal setting  

· Identify a system of assessment for each referred client around skill level in all domains—social, educational, and work interest
· Lead by example as you assist each case manager to identify appropriate pre-employment experiences
· Facilitate support groups in selected areas—both pre-employment and employment groups
· Research and report best practices in the area, with recommendations for implementation at AIRS
· Develop a system of outcomes for each intervention following direct feedback from the Executive Vice President of Programs
· Promoting visibility of AIRS programs by developing and maintaining connections with business groups, media representatives and public and private agencies concerned with human services.
· Develop external partnerships in relevant industry, vocational training and college settings
· Produce complete timely documentation with 100% accuracy
Exemplary Performance: 

· Takes initiative with positive suggestions, volunteers on new projects
· Demonstrates leadership in support of Programs. Examples include , performing extra report duties, bringing outside resources to AIRS, develop revenue enhancing service or cost saving
· Attends and participates in AIRS sponsored events, such as fundraisers, Volunteer Appreciation events, attending CAB events
· Is viewed as an outstanding team member by AIRS and City Steps Staff
· Documentation is timely and complete. (100% Level)

· Seeks out and attends continuing education opportunities that increase skill level (24 hours/annually)

Minimum Position Requirements/Knowledge, Skills and Abilities:

· BA in Human Service; however any acceptable combination of education, training, and experience that provides the knowledge and skills may be substituted

· Two (2) years of case management
· Minimum one (1) year experience with running psycho-educational support groups
· Excellent verbal and written communication skills. Prefer demonstrated presentation experience as well
· Excellent organizational and management skills
· Computer proficiency including Microsoft Office 2000 or greater

· Strong interpersonal skills and ability  to establish and maintain an effective working relationship within diversified groups of individuals to include clients, supervisory personnel, co-workers, subordinates and representative from all levels of government, civic organizations, business professionals and the community at large

· Comfort level with a largely minority urban population
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