
Our company is growing rapidly and is looking for an employment specialist. If you
are looking for an exciting place to work, please take a look at the list of
qualifications below.

Responsibilities for employment specialist

Provide registration information for customers
Provide referrals to community resources and supportive agencies for needed
services and /or technical assistance as appropriate
Interview a high volume of job seekers and collect detailed occupational
information about previous jobs
Coordinate and communicate with Unemployment Insurance (UI) program
staff to ensure correct information is provided to claimant customers
Provide progressive assessments for customers as needed to inform provision
of services on an ongoing basis to other WSO staff
Conduct assessments of skill levels, aptitudes, abilities, skills gaps, career
interests, employment barriers, and supportive service needs to form a
diagnostic evaluation of the customer's situation in order to provide
appropriate services
Align career planning efforts with LMI and local sector strategies to help the
customer make informed decisions related to their career planning activities
Teach customers the job search process so they have current information on
how to search for employment using multiple websites as resources
Assess customer intent to work/motivation, work history, employer-required
licenses, credentials and hard skills, and essential skills/soft skills
Understand the local talent pool available for referrals, and manage the
"pool" of available work-ready jobseekers prioritized based on business need
and investment strategies outlined in the local plan
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Ability to balance multiple responsibilities, workflows and deadlines
Comfort in having their work routinely reviewed edited and critiqued
Excellent reading, comprehension and writing skills in English (native or
equivalent is an absolute must)
A level of numeracy appropriate for a professional (subject to testing)
Demonstrable cross-cultural, communication skills
Strong skills in MS Office (MS Word and Excel) and internet search tools


