
 
 

Career Advisor 
 
Position Summary: 
 
Madison Strategies is currently seeking a highly motivated Career Advisor to join a strong team dedicated 
to serving the workforce needs of both businesses and job seekers.  The Career Advisor is primarily 
responsible for providing individualized job readiness and career coaching services as part of a New York 
City career readiness program.  She/he works in close collaboration with a team of trainers, career 
advisors, and account executives to prepare individuals for employment and connects them to additional 
support services as necessary.  The program is provided in collaboration with various local community 
partners and involves occasional travel to community partner sites.   
 
Duties and Responsibilities: 

 Provide intensive individualized career planning and coaching to job seekers and assist in 
preparing and revising resumes 

 Conduct workshops to help build job seekers’ skills and improve their chances of employment 
 Prepare job seekers for employment applications and interviews via mock interviews, interview 

dress assistance, etc. 
 Collaborate with colleagues in job development and training to match job seekers with 

appropriate job opportunities  
 Provide follow-up retention services to support continued and stable employment 
 Input data into Salesforce database which will assist with tracking and reporting attendance, 

interviews, placements, and other program metrics 
 Assist with management and training of program volunteers and interns supporting job seekers in 

basic computer skills and resume development 
 
Qualifications: 

 Minimum of a Bachelor’s degree from accredited institution required 
 Motivated and creative team player with prior work experience in hiring/recruitment, career 

advisement, coaching, training, counseling, or similar role 
 Solid understanding of employer workforce needs and a proven ability and desire to prepare job 

seekers to meet these expectations 
 Ability to problem solve and work with diverse populations and program representatives 
 Excellent written, verbal, and interpersonal skills (bilingual a plus) 
 Attention to detail and strong computer skills in Microsoft Office programs (in particular Word, 

Excel) 
 
Salary:  Competitive salary w/ benefits  
 
Please send resume and cover letter to careers@madisonstrategies.org and include the title Career 
Advisor in the subject line.  NO PHONE CALLS, PLEASE. 
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Organization Summary: 
Founded by a group of workforce professionals, Madison Strategies is expert at providing individuals 
with the tools they need in order to thrive.  We know that by training and preparing our participants to 
navigate their individual career journeys we are not only improving their lives but also their 
communities.  We also build strong relationships with employers and take the time to learn about their 
businesses and what they look for in their best employees so that we can provide them with people who 
contribute to the success of their businesses and strengthen their workplaces.   
 
Our programs provide our participants with the valuable tools and personalized guidance they need to 
succeed in their careers and lives.  We frequently collaborate with other providers to offer 
comprehensive services.  This includes partnering with benefits and legal assistance providers to support 
the successful re-entry of men and women leaving Rikers Island.  We also work with community groups 
such as food pantries and shelters to help their participants attain stable employment.  We focus our 
efforts on sectors that offer decent wages and opportunities for advancement, including 
transportation/manufacturing, healthcare and social assistance, and hospitality/food service.      
 
Madison Strategies currently operates in New York City and Tulsa, with our headquarters in New York 
City.  We are committed to sharing information and best practices across our program network and one 
of our programs is currently undergoing a rigorous random assignment evaluation.   
 
Madison Strategies Group is an equal opportunity employer, committed to a diverse workforce.  


