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Job Description 

Career and Education Services 
Position:  Assistant Director for Career Services  
Supervisor: Director of Career Services
Overview: The goal of The Door’s Career and Education Services Department is to support young people in completing secondary education and successfully transitioning into post-secondary education and employment.  Programs within the Career and Education Services Department (CareerED) are designed to help both in-school and out-of-school youth to set and attain their educational and career goals.  CareerED services allow a young person to craft a personalized life plan defining the steps he/she will take to achieve those goals while developing the necessary skills for future life success and independence. The Assistant Director for Career Services will be responsible for supporting the Director of Career Services in the overall management and outcomes achievement for EPOCH and other job training and placement services at The Door.  In this capacity, the Assistant Director of Career Services will provide oversight of EPOCH and its multiple program services including employer partnerships; work readiness and vocational skills training; HSE and college preparation services; internship, employment, training, and college placement services; and case management and post-placement retention services to meet contract and program requirements.  The Assistant Director for Career and Services position requires that this person embody an innovative and collaborative spirit and a demonstrated success in program development and program operations. This person will report directly to the Director of Career Services while working in coordination with other Career and Education management staff at the BYC and The Door’s main offices. 
Responsibilities: 

· Work with Director and The Door’s administrative directors to oversee the process related work flow of information technology, human resources, and finance systems at The Door
· Manage and coordinate and integrate all EPOCH support services and daily activities to ensure young people are receiving the necessary supports to achieve their education and career goals 
· Assist Director with hiring, training, human resources paperwork to ensure that all teams are developing and maintaining programmatic expectations as related to contract services 
· Ensure program operations and services are running smoothly and program goals and outcomes are being met
· Assist management team to coordinate program intake, orientation, service delivery and data tracking for participants on various contracts
· Participate as a member of an interdisciplinary staff in cross-departmental efforts to increase services to specific youth populations and provide appropriate support for young people
· Monitor participant and program’s progress toward the attainment of performance measures in compliance with various funders and program requirements
· Work with new and existing partner organizations to design and continually expand on support services for young people
· Act as part of a program management team and senior leadership team in order to ensure the coordination of services to young people requiring comprehensive services in order to meet their life skill, educational and employment needs
· Supervise and collaborate with Door  supervisory staff on service delivery and integration on workforce and education programming
· Work with Director to identify key programmatic, staffing, and operational items to ensure implementation of program services
· Work with senior management team to develop a comprehensive set of annual goals and outcomes for existing and new department services 
· Work with Director to develop protocol for centralizing documentation of participants’ milestone achievements across programs as well as a centralized system for distribution of related stipends and program incentives. 
· Work with Director to create systems to facilitate communication, collaboration, coordination and quality assurance between  the entire career and education program staff at The Door’s main office and BYC 
· Work closely with The Door Career and Education Services management team to develop and expand programming and create mechanisms for serving young people across sites 

· Citywide, state, and national travel may be required as related to program services for contract compliance

· Work with Managing of Director of Career and Education Services, Director of Career services and other department leadership team to develop and implement department-wide meeting and information-sharing mechanisms 

· Serve as part of The Door’s Leadership team in setting the tone and the direction of the organization in alignment with the vision of the Executive Director
· Handle any appropriate responsibilities and functions as assigned by Supervisor

Qualifications:

· Master’s degree in education, counseling or related field

· 3-5 years of proven excellence in program management, development, and presentation skills 

· Previous work managing is social service, employment, and/or education programs for young adults preferred

· Experience working with young adults in a youth development setting.  

· Excellent written and verbal communication skills

· Highly organized and creative 

· Some evening and weekend hours may be required

· Bilingual Chinese/English and/or Spanish/English preferred

· Ability to participate as part of an interdisciplinary team

Hours: Monday through Friday, 35 hours per week, occasional evening and weekend hours as needed.

Salary: Commensurate with experience
Contact: Submit cover letter and resume to the link below: 
https://workforcenow.adp.com/jobs/apply/posting.html?client=ussofny&jobId=10096&lang=en_US&source=CC3


NO CALLS PLEASE

The Door is an equal opportunity employer/program.  Auxiliary aids and services are available upon request to individuals with disabilities.
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