
E  MPLOYMENT AND   T  RAINING   A  SSISTANT  
        
        
D  ISTINGUISHING    F  EATURES  OF  THE    C  LASS  :  The  work  involves  conducting  initial
interviews and under supervision, counseling and job development.  Duties are performed under
general supervision.  An Employment and Training Assistant does related work as required. 

T  YPICAL   W  ORK   A  CTIVITIES  :
        
 Accepts and reviews applications for completeness;
 Interviews clients and identifies skills or job readiness problems;
 Assists in developing and updates employability development plans for participants;
 Disseminates  information to clients  regarding job opportunities,  vocational  training or other

educational programs;
 Assists in matching participants with jobs available in the public or private sector;
 Aids in financial and non-financial monitoring;
 Participates in the development of realistic jobs and/or training opportunities for clients;
 Prepares a variety of records and reports. 

F  ULL    P  ERFORMANCE    K  NOWLEDGES,    S  KILLS,    A  BILITIES,  AND    P  ERSONAL  
C  HARACTERISTICS  :  Working  knowledge  of  social  science  concepts  related  to  poverty  and
unemployment;  ability  to  collect,  organize,  and  interpret  data  and  information  relating  to
employment and training programs and projects; ability to establish effective working relationships
with clients and other groups; ability to express oneself orally and in writing; ability to understand
and follow oral and written directions; physical condition equal to the demands of the position.
  
M  INIMUM   Q  UALIFICATIONS  :

A.) Successful completion of 60 semester credit hours from a regionally accredited or New
York State registered college or university;

        
OR

        
B.) Two years of experience in job development, personnel counseling or placement in an

agency dealing with the unemployed or economically disadvantaged.
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