Family Centered Employment Representative  




 (07/18)
REPORTS TO: 
Eligibility Supervisor


JOB CODE:                       11640


DIVISION: 

007 Child Care Services

EEO CATEGORY: 
              05     

DEPARTMENT: 
46 CCS Eligibility Services

SALARY GRADE LEVEL:   6         







COMPENSATION STATUS:NE

JOB SUMMARY

Under direct supervision, serves as an information and resource representative assisting customers in using and navigating available services at Workforce Solutions Borderplex Centers.   
ESSENTIAL JOB FUNCTIONS:
1. Explains program services and policies and makes referrals to agency programs, other state agencies, and community resources as appropriate.

2. Be knowledgeable and able to articulate Workforce Solutions Borderplex programs to workforce center customers.
3. Serve as a workforce center contact person for the Family Centered Employment program.

4. Retrieve Family Centered Employment referrals from workforce center partners and outreach customers who are referred.    

5. Outreach Child Care Services customers who are on “activity search” due to loss of employment or cessation of a training or education program.
6. Assist customers in accessing resources to secure employment, training or other supportive services.
7. Provide basic information and direct customers to services in an appropriate, warm-handling manner.  
8. Assist customers in completing the Core Score assessment tool and registering in Work In Texas 
9. Promote the benefits and scope of services available by making customer referrals to appropriate workshops, assessments and internal programs.

10. Provide customers with up-to-date information on schedule of workshops, orientations, and regional activities.  
11. Assures high quality customer service to customers and workforce center partners.  Resolve customer service issues.  If necessary, seek assistance of assistant supervisor, supervisor, Associate Administrator, or Administrator.
12. Assures that all client information, data and files are kept confidential and secure.

13. Where appropriate, provide consumer education on child care choices to customers seeking supportive services of child care assistance.  Including those who are not receiving services.  
14. Participates in informational events as assigned.

REQUIREMENTS FOR ALL EMPLOYEES:
1. Interprets, role models, and enables the YWCA’s mission, hallmark programs, leadership core values, and racial justice core values to employees and the public.

2. Follows all YWCA policies and procedures, including safety procedures, at all times
3. Communicates with all levels of staff and public as appropriate to the job.

4. Conducts and attends meetings and training sessions as required.

5. Responsible for all equipment, supplies, documents and materials related to job.
6. Communicates all problems and questions to supervisor.
7. Complies with all federal, state, and local regulations.
8. Assures proper storage of all records.


9. May perform duties of assigned staff as needed; and performs other duties as required by supervisor.

MARGINAL JOB FUNCTIONS:
 

None
JOB QUALIFICATIONS:

1. High School graduate or equivalent required.
2. Three (3) years general office experience or experience in the service industry (15 college credits may be substituted for each one year of experience); or any equivalent combination of experience and training that provides the required knowledge, skills, and abilities.

3. Good math skills required.

4. Excellent verbal communication skills required, including telephone and conversational skills.

5. Excellent written skills required, with basic knowledge of letter formats and grammar.   

6. Excellent interpersonal skills required, with ability to deal with clients tactfully and courteously.
7. Must be well organized and be able to work under pressure.

8. Must be able to make sound judgments.

9. Must be familiar with operation of personal computer and have knowledge of MS Office software.

10. Bilingual abilities in English/Spanish preferred.

11. Must have access to vehicle and possess valid driver’s license and sufficient liability insurance and be able to drive to multiple locations all or part of any work shift.    

IMPORTANT NOTICE:  

This position is not limited to those duties listed in the job description.  Duties and responsibilities can be changed, expanded, reduced or deleted to meet the business needs of the YWCA El Paso Del Norte.

WORK CONDITIONS:  
Please refer to Support Data Sheet.  

EMPLOYEE ACKNOWLEDGMENT AND SIGNATURE:
I have read and understand all of the above.  I have reviewed the duties and responsibilities for which I am responsible, as well as the minimum requirements of this position, with my supervisor.  I understand that this document does not create an employment contract and that I am employed by the YWCA on an “at will” basis.

Reviewed with: _____________________________________________ Date:_______________




Employee

Reviewed by: ______________________________________________ Date: _______________




Supervisor

JOB TITLE  
Program Specialist



DATE
Rev 07/18


DEPARTMENT  Child Care Services







	ESSENTIAL PHYSICAL DEMANDS
	O
	F
	C
	ESSENTIAL PHYSICAL DEMAND
	O
	F
	C

	standing
	
	x
	
	twisting
	x
	
	

	walking
	X
	
	
	throwing
	
	
	

	sitting
	
	x
	
	rapid working speed
	
	
	x

	lifting *max wt: 35      avg wt:25
	 x
	
	
	crawling
	
	
	

	carrying *max wt:35     avg wt:25
	X
	
	
	reaching high, low level
	x
	
	

	pushing  *max wt:     avg wt:
	
	
	
	finger movement
	
	
	X

	pulling
	
	
	
	feeling
	
	x
	

	climbing
	
	
	
	speaking clearly
	
	
	X

	balancing
	
	
	
	hearing conversation
	
	
	X

	kneeling
	
	
	
	hearing high acuity
	
	
	

	stooping
	X
	
	
	seeing near
	
	
	X

	bending
	X
	
	
	seeing far
	
	
	

	jumping
	
	
	
	depth perception
	
	
	

	running
	
	
	
	color vision
	
	
	

	PHYSIOLOGICAL DEMANDS
	
	
	
	PHYSIOLOGICAL DEMANDS
	
	
	

	different duties & freq. changes
	X
	
	
	making accurate measurement according to set standards
	
	
	

	different duties and occasional changes
	
	x
	
	working under pressure/stress
	
	x
	

	unvaried, recurring operations
	x
	
	
	making judgments in emergencies
	x
	
	

	close supervision with definite instructions
	
	
	
	making decisions based on judgments
	x
	
	

	working with people
	
	
	x
	making decisions based on facts/data
	
	
	X

	working around people
	
	
	x
	planning and/or supervising the activities of others
	
	
	

	working in isolation
	
	
	
	additional education
	
	x
	

	WORKING CONDITIONS (ENVIRONMENT)
	
	
	
	WORKING CONDITIONS (ENVIRONMENT)
	
	
	

	extreme cold
	
	
	
	petroleum
	
	
	

	extreme heat
	
	
	
	fumes
	
	
	

	temperature changes
	
	
	
	dust
	
	
	

	wetness
	
	
	
	mists
	
	
	

	humidity
	
	
	
	gases
	
	
	

	confined spaces-cramped quarters
	x
	
	
	travel
	x
	
	

	heights
	
	
	
	chemical burns
	
	
	

	noise
	x
	
	
	thermal burns
	
	
	

	dry
	
	
	
	working alone
	
	
	

	detergents
	
	
	
	vibration
	
	
	

	mechanical hazards
	
	
	
	chemicals (list hazardous only)
	
	
	

	moving objects
	
	
	
	
	
	
	

	explosives
	
	
	
	
	
	
	

	PROTECTIVE EQUIPMENT REQUIRED
	
	
	
	PROTECTIVE EQUIPMENT REQUIRED
	
	
	

	respiratory equipment
	
	
	
	arms, hands, fingers
	
	
	

	eye protection
	
	
	
	legs, feet, toes
	
	
	

	hearing protection
	
	
	
	body protection
	
	
	

	head covering – protection
	
	
	
	dermatological
	
	
	

	head covering – foreign substance
	
	
	
	hair
	
	
	


SPECIAL REQUIREMENTS



EQUIPMENT AND MACHINES 

DESCRIBE ON BACK



LIST BELOW








PC, telephone, copier, fax, vehicle 


O – Occasionally	0 – 33%	F – Frequently	34 – 66%	C- Continuously 	67 – 100%	








