
EXTERNAL POSTING
                           
Position Title: EMPLOYMENT SPECIALIST/CASE MANAGER
Incumbent: TBD
Status: Full time, non-exempt
Reports to:  Employment Services Manager


Primary Functions of the Position
Under the direction of the Employment Services Manager and Employment Services Director:  This is a 40 hour per week position responsible to recruit, intake and place Karen/Burmese/Karenni refugees, who are on the Diversionary Work Program/Minnesota Family Investment Program and have been in the United States less than five years, into full-time or part-time unsubsidized employment.  The position is also responsible to assist Karen and other refugees from Burma to become engaged with community services and programs such as mental health services, child care services, youth after-school programs and/or community programs,

Primary duties include:
· Provide and assist participants with all job search information and activities
· Place participants based on their prior work experience and skills
· Identify potential barriers to employment and make recommendations about how those barriers can be addressed
· Outreach to employers to develop part or full-time employment opportunities for participants
· Facilitate HAP Job Club on a weekly basis
· Assess and develop individualized employment plans that incorporate multiple activities to help the participant succeed at obtaining and sustaining permanent employment, as well as helping families adjust to the environment
· Complete data entry of enrollments, placements, activities, 90 day follow-ups, and closed cases on RPO database on a weekly basis
· Provide weekly updates on case notes and tracking of documentation for participant activities
· Perform assessment, case management, follow-up,  and case consultation with participants
· Provide outreach to community resources, events and organizations, education and supportive services.
· Provide and coordinate support intended to strengthen the families’ stability in areas such as well-being, healthcare, childcare, transportation, participation in school, community, and organizational events. 
· Orient and provide resources to students and families regarding the role of parents in their children’s education, the importance of after-school and tutoring programs, school and community summer programs.
· Provide transportation and interpretation assistance, help completing paperwork, and conduct follow-up with participants


Skills, Knowledge and Abilities
· Effective communication skills to speak, read, and write fluently in Karenni/Karen or English languages.  Burmese and Thai language competency is also desirable. 
· Knowledge of available community resources providing services to low-income families.
· Knowledge of employment services activities including direct placement, resume preparation, job development, marketing and workshop facilitation 
· Knowledge of labor market and employment trends, current employment and training providers and programs, and other relevant resources
· Knowledge of the Minnesota Family Investment Program -MFIP policies and regulations - strongly preferred
· Ability to complete paperwork accurately and in a timely manner by exhibiting attention to detail, time management, and organizational skills
· Ability to work independently with minimal supervision, while also being a strong team player
· Experience and desire to work with persons of diverse cultural, economic and educational backgrounds.
· Able to travel independently throughout twin city metro area: must possess valid driver’s license, insurance, and acceptable driving record.


Required Education and Experience
Bachelor's degree in human services or related field is preferred or equivalent work experience.  At least two years experience working in similar field.  In-depth knowledge of Karenni/Karen/Burmese culture and newcomer employment issues.  Computer skills necessary for word processing, spreadsheets and data base programs.

Annual Salary:  TBD
 
Please submit resume and cover letter indicating your interest and demonstrating your qualifications not later than September 17, 2010 to: hr@hmong.org
		

