
PRIVATE 

POSITION DESCRIPTION

Title:  Employment Readiness Class Instructor
Status:   Full-time, or part-time
Reports To: Manager of Education and Training Department
Position Incumbent: 
INTRODUCTION
The Employment Readiness Program at Hmong American Partnership is an organizational response to a recent change in Minnesota ABE policy, which recognizes the need to provide greater opportunity for unemployed Minnesotans to acquire the skills they need to find and maintain employment. The HAP program implements a curriculum – covering a breadth of skills ranging from basic technology to soft skills necessary for work – that takes into consideration the cultures of the new American communities it serves.

PURPOSE:
The Employment Readiness Class at Hmong American Partnership represents a combined effort between the Education & Training Department and the Employment Services Department to provide HAP MFIP participant job seekers with employment readiness instruction and access to job opportunities that result in participants’ rapid attachment to employment.

GOALS:
Education &Training Department will deliver culturally appropriate curriculum and instruction that result in MFIP participants increasing their understanding of the world of work in the United States how to successfully obtain jobs.

Employment Services Department will provide job leads, access to job opportunities, and job search assistance that results in MFIP participants securing employment as quickly as possible to reduce their dependence on public assistance and become self-sufficient.

Schedule
· At its St. Paul office, the program offers two classes Monday through Thursday, from 9:00 a.m. to 1:00 p.m. and 1:30 p.m. to 5:30 p.m. 

· At its Minneapolis office, the program currently offers one class only Monday through Thursday, from 9:00 a.m. to 1:00 p.m.

Primary Function of the Position
1. Programs/Services Achieve Results: Provides classes in accordance with contracts with local, state and Federal entities.

This is a 20/40 hours per week position responsible for teaching the Employment Readiness Class so that people with English as a second language can obtain and maintain gainful employment. Primary responsibilities include:

· Provide 16/32 hours per week of direct instructional time to the student

· Devotes 4/8 hours a week to class preparation

· Design and deliver a curriculum that is in compliance with the new ABE policy, and is creative, innovative, and responsive to the individual and collective needs of the student:
	1) Basic Technology Skills (basic computer literacy) 

	(Note: SPCLC has their entire curriculum on their website)

	· Using a mouse

	· Turning a computer on/off

	· Computer vocabulary

	· Opening and saving files

	· Skills and activities practice (fonts, spacing, cut & paste, tables

	· MS Word Exercises

	· Typing & editing

	· Formatting

	· Spell check

	· Tables

	· Columns & indenting

	· Bullets and clip art

	· Using help

	· Copying and pasting images

	· Labels and envelopes

	· Excel Exercises

	· Internet

	· PowerPoint

	

	2. Job Seeking Skills

	· Resume writing

	· Interviewing skills

	· Job Search Strategies

	· Cold Calling

	· Preparing for 2nd interview

	

	

	3. Soft Skills Necessary for Work (SCANS skills)

	· Basic skills (reading, writing, math, speaking, listening)

	· People skills (social, negotiation, leadership, teamwork, cultural diversity)

	· Personal qualities (self-esteem, self-management, responsibility)

	· Thinking skills (creative thinking, problem-solving, decision making, visualization)

	


· Advise Employment Specialists about upcoming week’s lessons and discuss guest speakers

· Conduct weekly meetings with Employment Specialists, discuss what is going well/not well in the class, and make suggestions for improvement.

· Submit to E&T Manager weekly accurate MABE student attendance form

· Cooperate with Employer Liaisons by excusing students from class so they may adjust their resumes and apply for immediate job openings

· Fulfills other tasks and assignments that enable HAP to fulfill its mission in the community (e.g. curriculum development, report monitoring)
2. Results are Accurately Documented and Reported by Deadline: Implements and fine-tunes administrative systems and processes that facilitate documentation and reporting outcomes.

· Takes daily attendance 

· Administers CASAS tests every six weeks and reports results to Manager
· Documents field trips and class speakers.
· Documents “success stories” as needed
3. Strong Team Player: Contribute to the overall effectiveness the Department in fulfilling its mission and objectives

· Attends HAP staff meetings as available

· Participates in or attends community events as part of recruitment (e.g. New Year, Resource Fair, etc.)
· Communicates across and serves on cross departmental teams to promote and foster agency effectiveness in accomplishing mission
· Fulfills other tasks and assignments that enable HAP to fulfill its mission in the community
4. Customer Service: Role models a customer oriented service philosophy at all times.
· Models customer service to all clients/customers by showing courtesy, respect, honesty, confidentiality, and professionalism.

· Knows and follows the HAP Customer Service Policy.
5. Adherence to HAP policies

Knows and follows the E&T FCOP and HAP Employee handbook
· Knows and follows ABE/FWE/MFIP policies

· Knows and follows HIPPA policies

Position Specifications

Required Education and Experience
BA/BS in English or equivalent degree and 1 year teaching ESL to adult learners required.  BA/BS degree in teaching ESL and experience working with a culturally diverse community preferred.   Knowledge of community employers and resources and experience with curriculum development is preferred.  Computer skills necessary using word processing, spreadsheets and data base programs.  

Skills, Knowledge and Abilities
· Knowledgeable about employment and the MFIP system.
· Need to be analytic and detail oriented.

· Verbal and written communication skills necessary to convey information to students who have little or no English speaking skills, and to communicate effectively in a public setting.

· Demonstrated ability to manage and track multiple projects/reports simultaneously
· Ability to work with diverse staff and organizations, and provide effective guidance to a multi-lingual and multi-ethnic staff and students
· Familiarity and comfort with electronic forms of communication, including ready access and responsiveness to e-mail correspondence

· Knowledge of the barriers both staff and participants confront on a daily basis and abilities in finding solutions to these barriers
· Be able to role model the skills described in the curriculum outline.

Please submit resume for consideration to:  hr@hmong.org
