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Job Developer/Apprenticeship Specialist   

Full Time, Regular, Hourly (Non-Exempt) 
 
SE Works is seeking a Job Developer/Apprenticeship Specialist for a new program for youth involved in the 
justice system. Under the direction of the NextSteps Program Director, the Job Developer initiates and 
maintains ongoing personal contacts with a variety of business and industry representatives, apprenticeships, 
union halls, and job placement/training agencies to promote programs for participant placement; makes cold 
calls to potential employers; explains the benefits and employment support services provided by programs to 
employers, including addressing employer’s special needs; researches Internet, OED, agencies, and other 
resources for job leads; collects data from employers related to job orders including job requirements and 
skills; matches job skills with applicant qualifications; refers qualified applicants to employers and conducts 
necessary follow-up when applicants are placed in positions; keeps updated regarding job fairs and Internet 
resources; researches various resume programs; participates in outreach and recruitment activities by 
coordinating and attending job fairs. 
 
 
$18.00 hourly, full benefits, generous leave policy  
 
To be considered for the first round of interviews, please respond by 5:00 PM, Friday August 2, 2019 to 
HR@SEWorks.org                                                           
 
No phone calls, emails to SEW personnel or in-person deliveries, PLEASE. 
This posting will remain open until filled. 
 
Include: 

1. Cover Letter 
2. Resume 
3. Supplemental questions  

 

Essential Functions: 

 

 Assists participants in assessing their job skills for positions; administers and scores standard career 
assessments; instructs in job seeking, application procedures, resume writing, interview preparation 
and job retention skills and attitudes; assists participants in preparing job search portfolio; provides job 
search/career information workshops and presentations; arranges for interviews; provides labor market 
and community resource information; monitors participant performance on the job and counsels 
participants when job performance is not satisfactory; works with participants to improve job 
performance and gain necessary job skills or reviews other employment options; maintains contact with 
employers during the participants' employment and reports results to appropriate staff; prepares forms 
and reports related to placement activities; tracks participant activity and progress data; assists 
instructors in the collection of educational materials as requested.  

 
 

 Provides program information to various businesses, and updates information as needed; coordinates 
business orientations; maintains contact with and assists in researching problems, complaints or 
concerns; provides networking opportunities between agencies; serves as a member of various 
committees as requested; assists in developing flyers, brochures and other methods to advertise job 
placement activities; coordinates and distributes information and materials for meetings; assists in 
planning meeting agendas; assists in meeting set-up; maintains current committee member lists for 
various committees; keeps current with trends and maintains updated labor market information by 
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researching Web sites, attending meetings, maintaining contacts with various trade schools, and 
professional/community organizations that are involved in job placement/training activities.  

 

 

 

Required Education and Experience: 

 

 AA or formal and/or informal training, lived experience.  

 Any combination of training and experience which demonstrates ability to perform the duties as 
described; verified experience in job placement within the last 2 years;  

 Experience working with at-risk populations; experience in public relations/sales  

 Knowledge and techniques of job development and client placement; knowledge of current practices in 
career technical education; local labor market trends and employment opportunities in Multnomah 
County 

 Effective procedures in identifying and securing employment sites for participants;  

 Skill and Ability to Effectively market and represent a program and services to employers and Unions; 
communicate effectively in both oral and written form; plan and make presentations to small groups 
including potential employers, business representatives 

 Assess the interests and aptitudes of participants;  

 utilize time management techniques to organize and prioritize work; work independently and meet 
timelines; coordinate a variety of projects simultaneously; interpersonal skills to work cooperatively and 
effectively with individuals and groups; 

 interact with students and adults from different cultural and socioeconomic backgrounds;  

 provide instruction and make presentations on resume preparation, job seeking, job retention, and 
interview skills; read, interpret, and apply rules and procedures. 

 Must pass background check-SE Works is a second chance employer 

 Valid driver’s license, $100,000 third party insurance, and willing to use personal vehicle 

  
 

Preferred Qualifications: 

 Knowledge of justice system 

 Knowledge of computers, software, and data systems, including Microsoft Office Suite 

 Familiarity with class and cultural issues. 

 Knowledge of area education and training providers, human service agencies, and community groups. 

 

Job Conditions: 

 Can be stressful, with many interruptions during the day. 

 May require sitting or standing for long periods of time. 

 

SE Works offers a competitive salary, paid benefits, a retirement plan, and paid time off, among other benefits. 
   

SE Works is an equal opportunity employer.  SE Works does not discriminate on the basis of race, color, 

religion, gender, age, national origin, disability, marital status, sexual orientation, political affiliation, or any 

other basis prohibited by law.  Auxiliary aids and services are available upon request to individuals with 

disabilities. TTY 503-772-2332. 


