CareerLink Administrator- Bristol, PA

Administrator of Bucks County CareerLink sites in Bristol and Perkasie, PA. Creation, implementation,
planning & oversight of workforce delivery system for employers & job seekers in Bucks County region.
Reports to a Management Consortium and has functional supervision of staff from eight partner
organizations. Required skills include: management, leadership, MS Office, strategic planning, financial
literacy. Workforce/economic development background preferred. Bachelor’s degree or demonstrated
equivalent experience. Resume with salary requirements listed on cover letter to: Nancy Cipolla at
ncipolla@bc-wib.org or Bucks County WIB, 1268 Veterans Highway, Bristol, PA 19007.

JOB DESCRIPTION
6/07

PosITION PURPOSE: Describe the primary purpose of this position and how it contributes to the organization’s
objectives. Example: Provides clerical and office support within the Division to ensure its operations are conducted efficiently
and effectively.

The Pennsylvania CareerlLink Administrator is responsible for directing and coordinating all functions and
operations of a large Pennsylvania CareerlLink site in alignment with the state Workforce Investment Board’s
strategic plan, the local Workforce Investment Board plan, and the Pennsylvania CareerLink Site Plan. The
Pennsylvania CareerLink Administrator demonstrates superior skills in seven key areas: leadership, local planning,
workforce connections, job seeker service delivery, business services, resource management, and facility
maintenance. The Pennsylvania CareerLink Administrator is functionally supervised by and may be
organizationally responsible to the Operator.

DescrIPTION OF DuTIES: Describe in detail the duties and responsibilities assigned to this position. Descriptions
should include the major end result of the task. Example: Types correspondence, reports, and other various documents
from handwritten drafts for review and signature of the supervisor.

Leadership:
- Directs and coordinates Pennsylvania CareerLink staff to fulfill operational functions/service delivery within

funding streams, collective bargaining agreements, and governmental regulations.

- Creates a high performance work environment through the development and promotion of functional and
cross-functional teams.

- Organizes and directs activities of all Job Seeker and Business Services.

- Organizes the Pennsylvania CareerlLink site by function so that staff is assigned to and identify themselves
with services (such as outreach, assessment, training, etc) as opposed to agencies or programs.

- May oversee the fiscal management of the Pennsylvania CareerLink in conjunction with the Operator and

local fiscal agent.

- Establishes and communicates specific and measurable Pennsylvania CareerLink performance standards in

conjunction with the WIB, Operator and input from site staff.

Local Planning:
- Implements an action plan that is developed in conjunction with the Operator that supports the WIB's
strategic plan to meet the needs and expectations of all key stakeholders.
- Develops continuous improvement processes to respond to immediate operational needs while ensuring
that short-term actions support long-term objectives.
- Ensures quality service delivery to customers with special needs and maintains a current enhancement plan.




Workforce Connections:

- Establishes and/or enforces Pennsylvania CareerLink policies and procedures that define operations such as
hours of operation, data confidentiality, service delivery, proper equipment use, health and safety, office
closings, and emergencies.

- Maintains knowledge of partner program policies and procedures that affect service delivery in order to
ensure programmatic and statutory compliance.

- Develops a systematic and sustained process to assess and respond to the workforce and economic
development needs and expectations of local businesses and the community.

- Analyzes the needs of the community to improve and expand Pennsylvania CareerLink services.

- Recruits and retains community partners that enhance Pennsylvania CareerLink services.

- Develops and maintains effective relationships with local entities such as elected officials, business partners,
economic developers, educators and other community leaders.

- Addresses media or public requests for labor market or workforce related information in cooperation with
the local Workforce Investment Board, the Labor and Industry Press Office and the Center for Workforce
Information and Analysis.

- Establishes and maintains an environment that encourages innovative approaches and incorporates new
technologies to meet customers’ needs.

- Arranges and/or participates in presentations on the Pennsylvania CareerLink system and services for civic
and community organizations.

Job Seeker Service Delivery:

- Implements and maintains a service delivery system that meets the needs of customers.

- Develops and implements procedures that facilitate efficient customer flow through core, intensive, and
training services.

- Uses performance information to measure the effectiveness of the Pennsylvania CareerLink service delivery
system and that result in continuous improvement.

- Implements and monitors a system to address customer feedback regarding service delivery and make
improvements as needed.

- Establishes and maintains an effective service recovery procedure that addresses customer complaints in a
timely and efficient manner.

- Completes transfers of cases to a new case manager or other local area office using a web-based application,
maintaining the original plan.

- Creates, updates, and shares participant plan across WPAs and programs using a web-based application.

- Creates, views, and maintains a shared list of suspended or denied providers using a web-based application.

Business Services:

- Collaborates with the business community to ensure that Pennsylvania CareerLink services are meeting the
needs of business customers.

- Develops and oversees a cross-partner business services team comprised of staff from partner organizations
to conduct employer outreach to reduce and eliminate duplication of services.

- Implements the LWIBs’ high-growth, high-demand industry sectors and occupations strategy in the local labor
market area.

- Achieve Pennsylvania CareerlLink goals through active cooperation and participation of partners in cross-
functional activities.

Resources Management:
- Assesses, provides and tracks Pennsylvania CareerLink Staff development to ensure staff has skills and
knowledge to effectively deliver quality services.
- Engages Pennsylvania CareerLink employees to develop and utilize their full potential through their
involvement in project management, team leadership, presentations, career development training, etc.
- Establishes a system to gather and assess internal customer satisfaction data and addresses the results.




- Develops and implements a Pennsylvania CareerLink new employee orientation procedure to acclimate new
employees to site procedures and policies.

- Analyzes the Pennsylvania CareerLink fiscal needs and collaborates with the Operator, partners, and fiscal
agent to develop and monitor the Resource Sharing Agreement.

- Recommends budget changes based on analysis of expenditures, data trends, and service projections.

- Explores other sources of funding for additional revenue to reduce partner costs and/or expand Pennsylvania
Careerlink services.

-Assess the service delivery needs of the Pennsylvania CareerLink to determine the number and type of staff
required to accomplish those needs and coordinates with the Operator to address the identified staffing
needs.

Facility Maintenance:

- Assesses and ensures the adequate supply of equipment, tools, materials, supplies, and assistive

technologies.

- Maintains inventory of equipment, tools, materials, and supplies to ensure accountability for expenditures
made with federal, state and local funds.

- Ensures that equipment, assistive technologies, tools and materials are installed properly, are operational,
and are maintained in a manner that meets appropriate safety and regulatory standards (EEO, ADA, OSHA,
etc).

- Develops and maintains a floor plan that supports efficient and effective customer flow through service
delivery.

- Maintains a thorough knowledge of the terms of the building lease in order to ensure compliance and acts as
a liaison to the landlord.

DecisioNn MAKING: Describe the types of decisions made by the incumbent of this position and the types of
decisions referred to others. Identify the problems or issues that can be resolved at the level of this position,
versus those that must be referred to the supervisor. Example: In response to a customer inquiry, | research the status
of an activity and prepare a formal response for my supervisor’s signature.

This position has broad latitude to administer programs and services. Issues involving directions and guidance are
referred to the Pennsylvania CareerLink Operator and the Local Workforce Investment Board.

REQUIREMENTS PROFILE: |dentify any requirements, such as a licensure, registration, or certification, which may be
necessary to perform the functions of the positions. Position-specific requirements should be consistent with a
Necessary Special Requirement or other criteria identified in the classification specification covering this position.
Example: Professional Engineer License

1.

2.

3.

EsSENTIAL FUNCTIONS: Provide a list of essential functions for this position. Only 40 characters permitted. Example:
Lifts boxes weighing up to 60 pounds.

1. Provides day-to-day functional supervision on Pennsylvania CareerLink staff.

2. Organizes and directs Pennsylvania CareerLink operations and activities such as job seeker and business
services.

3. Establishes and communicates Pennsylvania CareerLink performance standards.
. Establishes and enforces Pennsylvania CareerLink policies and procedures.
. Responds to requests for information from external and internal customers, the media and the general public.
. Implements a service delivery system for job seeker and business customers.
. Implements a staff development process.
. Implements a process to operate a Pennsylvania CareerlLink in an effective and efficient manner.

00O N O UL b




