Maine Department of Labor

Bureau of Employment Services
CareerCenter Consultant-Part time 20 hours/week
Rockland Job Class Code 0723ROPT
Pay Grade:  20

Annual Salary $31,616.00-$42,598.40

$15.20-$20.48 hourly

Benefits:         

VALUE OF STATE-PAID HEALTH AND DENTAL INSURANCE (Employee Only) 
(Note: State-Paid Health Insurance rates remain the same as those effective July 1, 2011. State -Paid Dental Insurance rates have changed.) 
100% State Contribution (employee pays nothing): 
$376.90 biweekly (Health: $363.77 biweekly / Dental: $13.13 biweekly) 
95% State Contribution (employee pays 5%): 
$358.71 biweekly (Health: $345.58 biweekly / Dental: $13.13 biweekly) 
90% State Contribution (employee pays 10%): 
$340.52 biweekly (Health: $327.39 biweekly / Dental: $13.13 biweekly) 
85% State Contribution (employee pays 15%): 
$322.33 biweekly (Health: $309.20 biweekly / Dental: $13.13 biweekly)

Value of State’s share of employee’s retirement:  17.70 % of pay.
Benefits are prorated for this position
OPENING DATE: January 17, 2014     CLOSING DATE: January 31, 2014
JOB DESCRIPTION: This is professional work providing employment services to a diverse customer population with difficult employment outlooks and histories served by the Department of Human Services TANF/ASPIRE programs.  Primary responsibilities include developing, placing TANF/ASPIRE participants and managing volunteer and subsidized work sites with not for profit, state/municipal and county government entities, interviewing, interpreting vocational assessment information relative to employment readiness and work site placement, conducting follow-up, providing pre-vocational guidance, referring customers to CareerCenter programs or services, and facilitating employment related workshops.  Work will include management of participating employer work sites and, monthly and routine quarterly reporting of work site development and placement outcomes. Employer and business consultative work includes promotion of workforce development services, job-site assessments, development and facilitation of recruitment strategy, and job development services. This position is for 20 hours per week. Frequent regional travel is required.
REPRESENTATIVE TASKS: (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned). 

Collects, organizes, and analyzes information from referral source about customers in order to appraise interests, aptitudes, and abilities needed for work site development and placement. 

Refers customers to work site supervisors/employers to initiate placement. 

Evaluates and reports customer progress to the referral source through frequent interactions with participants and work site supervisors. 

Refers participants to careercenter workshops and other services in order to improve customer job seeking and interview skills, and other available programs and services. 

Contacts, visits, and consults with employers in order to develop and maintain work experience and community service work sites and to promote available MDOL services. 

Manages employer work experience and community service work site vacancies, makes referral to fill opening and transition successful participants to new work sites or unsubsidized employment.  

· Collects, organizes, and analyzes information about customers in order to appraise interests, aptitudes, and abilities for vocational planning. 

· Compiles occupational, educational, and economic customer information in order to aid customers in determining and attaining vocational objectives. 

· Refers customers to employers or training programs in order to help customers progress towards vocational goals. 

· Follows up and records results of vocational counseling in order to determine customer's progress. 

· Evaluates data in order to identify cause of vocational problems and to determine employment capabilities. 

· Researches, organizes, and conducts workshops in order to train customers in employment services, job seeking and interview skills, and other available programs and services. 

· Contacts visits, and consults with employers in order to facilitate job openings and promote available services for customers. 

· Analyzes, identifies, and assesses employers' and businesses' employment needs in order to respond to labor market workforce needs. 

· Develops and negotiates training contracts for apprenticeship programs, internships, and on-the-job-training employment opportunities for employers/businesses in order to develop work opportunities for job seeking customers. 

· Provides case management services for customers with employment history problems in order to identify and remove barriers and assist in employment retention. 

· Consults, guides, and advises customers in assessing occupational families and the level of experience, training, education, and services available in career decisions in order to assist with life-long learning. 

· Promotes, advises, consults, and coordinates services through participation in informational sessions, job fairs, and trade shows in order to create public awareness. 

KNOWLEDGES, SKILLS, AND ABILITIES REQUIRED: (These are required to successfully perform the work assigned). 

· Knowledge of interviewing, counseling, implementing occupational testing, and individual evaluation principles and techniques. 

· Knowledge of the employment barriers of special applicant groups. 

· Knowledge of the principles and techniques of vocational guidance. 

· Knowledge of general employment, training, employer services, and rehabilitation resources. 

· Knowledge of job search strategies and placement techniques. 

· Knowledge of career development theories, models, and techniques as they apply to life-long learning. 

· Knowledge of job-site assessments and development of recruitment strategies. 

· Ability to observe and evaluate individual characteristics, capabilities, and interests in terms of their occupational significance. 

· Ability to interview and counsel individuals. 

· Ability to interact with a diversified customer base. 

MINIMUM QUALIFICATIONS: (Entry level knowledges, skills, and/or abilities may be acquired through, BUT ARE NOT LIMITED TO the following coursework/training and/or experience). 

A four (4) year combination of education, training and/or work experience at the paraprofessional or professional level in job counseling, employment interviewing and job placement, or related vocational services.  
APPLICATION PROCESS: In order to be considered for this position, qualified candidates must send a State of Maine direct hire application, resume, and cover letter.
Security and Employment Service Center
45 Commerce Drive
SHS# 108
Augusta, Maine 04333- 0108

Only applications that are complete and postmarked by closing date will be considered.   Applications are available at your local CareerCenter, the Security and Employment Service Center, Human Resources Office (207) 623-6739;  e-mail (Andrew.Birch@maine.gov), or through the Maine State Government Website (www.maine.gov/statejobs/directapp.htm).

Maine State Government is an Equal Opportunity/Affirmative Action Employer
Minority/Female/Persons with disabilities are encouraged to apply

