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PROGRAM COORDINATOR (CalWORKs)
QUALIFICATIONS:

Excellent interpersonal, written and verbal communication skills.  Good case management skills.  Motivated self-starter.  Ability to prioritize work load and work with minimum supervision.  Skilled in performing basic operations of database such as data entry, tracking and generating reports (Macintosh Computer skills a plus).  Job readiness and placement skills. Organizational skills. Ability to work with diverse socioeconomic groups.  Ability to work under pressure and meet deadlines

KNOWLEDGE OF:

1) Basic interviewing, customer service, facilitation and interpersonal communication.

2) Computer database operations.

3) Community college operations; student enrollment and advising, student services.  

4) Student success and time management.  

5) Job readiness and job placement tools and procedures.

EXAMPLES OF DUTIES AND RESPONSIBILITIES:
· Coordinates the day-to-day operations and delivery of specific services to deadlines with staff, customers and with organizations such as county social services, childcare and Supportive services organizations.

· Selects program participants based on an individual’s eligibility, capabilities, and interests.

· Conducts intake and determines CalWORKs status of eligible participants.

· Facilitates the Orientation Program for new students to familiarize them with program goals and requirements.

· Assesses and identifies special needs of participants; ensures that students are receiving training as per contract requirements.

· Coordinates enrollment, registration and tutorial needs of program participants; recruits support staff as needed to provide assistance to student participants.

· Compiles and maintains statistical data; prepares reports and provides supportive data for funding agency and program summaries.

· Completes placement information forms, termination forms and reports per grant requirement.

· Liaisons with county social services personnel via phone, fax, email and attending meetings.

· Follows-up on student absences and reports results to county social services.

· Arranges for continuing student participation activities when college is closed.

· Assists students in learning job search skills and assists in job placement activities. 

· Performs other related duties as assigned.

EDUCATION:  
BA/BS Degree in Social Sciences, Liberal Arts, or a closely related field. 

CONTACT:

Daniel Dishno  FAX:  (408) 864-8462 or dishnodaniel@fhda.edu


SALARY:

TBA

ASSIGNMENT:  
180 working days

