
PROJECT RENEWAL 

JOB DESCRIPTION 

7/20/16 

 

ASSISTANT DIRECTOR 
NEXT STEP  

 
The Next Step Employment Program is the employment and education component of Project Renewal.  
Through Next Step, Project Renewal offers its clients a one-stop shop designed to help them prepare for, 
find, and succeed in employment.  Strategies include education, job skills training, job placement, job 
retention and alumni services.  Next Step serves about 1,000 individuals annually and places over 300 
into competitive employment each year.  In FY2016, Next Step achieved 385 job placements with an 
average starting wage of $11.70. 
 
The Assistant Director of Next Step is a critical position that oversees daily operations of specialized 
program units and supports the Director in implementing new initiatives.   Key aspects of the job include 
monitoring performance, managing the customized database (Salesforce), drafting reports and 
proposals for funding sources, preparing vouchers for billing, and designing efficient work flow 
processes. 
 
Reporting to the Director of Next Step, duties include, but are not limited to: 
 

 Overseeing the Centralized Intake/Outreach Program, Job Readiness, Education, and Job Retention 
Services. 

 Recruiting, training and directly supervising the team which includes management and direct service 
staff. 

 Monitoring staff performance, client progress, and contract outcomes through Salesforce reporting 
functions. 

 Preparing internal and external reports; analyzing client and employment data. 

 Drafting reports, proposals, and vouchers for funding sources. 

 Managing the Salesforce Database system in order to collect program data, monitor outcomes, and 
generate reports. 

 Representing Project Renewal by providing presentations to community based organizations, 
referral partners, funders, and other entities that Next Step collaborates with. 

 Implementing new program features and initiatives. 

 Ensuring all client data and activities are appropriately documented in Salesforce. 

 Utilizing required database systems for government contracts. 

 Working closely with the interdisciplinary team to coordinate services and implement new 
initiatives. 

 Participating in a weekly meeting with the Next Step management team. 

 Managing the program in the Director’s absence. 

 May be assigned other duties as needed. 
 
Qualifications: 
 

Bachelor’s degree required.  Previous management experience in workforce development program or 
program serving disadvantaged populations is required. Exceptional organizational, project and program 
management skills are a must.  Excellent presentation and writing skills required. Knowledge of 
Microsoft Office is essential.  Good working knowledge of Salesforce database highly preferred.  Ability 
to work effectively with multiple stakeholders is essential.  


