
 
 

 

JAMAICA PLAIN NEIGHBORHOOD DEVELOPMENT CORPORATION 

 

FAMILY PROSPERITY INITIATIVE 

 

Job Description: Workforce Development Specialist 

 

The Jamaica Plain Neighborhood Development Corporation (JPNDC) is a 4 0 -year-old non-profit organization with 

the mission of promoting equitable development and equal opportunity in Jamaica Plain and adjacent Boston 

neighborhoods through affordable housing, community organizing, and economic opportunity initiatives that improve the 

lives of low- and moderate-income people and create a better community for all.  

 

The Family Prosperity Initiative (FPI) promotes upward mobility for low-income families through program 

strategies that include work and career readiness training, family financial skills training, individualized career and 

financial coaching and access to income supports—to help low-income families increase their net income and assets 

over time. FPI’s employment services are focused on addressing the unique needs of adults, including young adults ages 

18-24 years old,  by offering a comprehensive approach that includes individualized career counseling,  job readiness 

training and case management—to help low-income people overcome barriers, identify and build on their strengths, and 

advance on career paths toward family supporting wages.  

 

The ideal candidate is an experienced workforce development professional with demonstrated success working with 

young adults, employers and education/training providers. The Workforce Development Specialist position is key to 

achieving annual placement outcomes.  

 

The Workforce Development Specialist works collaboratively with the FPI Director, Case Manager/Financial 

Counselor, Financial Coach, Program Director, and external resource partners to ensure clients receive services in 

employment, financial security/coaching and education/training.   

 

Responsibilities: 

 Recruit, screen, and enroll participants. 

 Determine with participants what services are needed to meet job search and career goals. 

 Prepare participants for job search process including assisting with goal setting, skills assessment, 

dress for success, interviewing skills, and job applications. 

 Develop career plan with participants and make referrals to appropriate educational services 

 Develop participant portfolios that include resume, cover letter, references, email account, and 

professional voice message. 

 Deliver Job and Career Readiness Workshops on-site and in the community 

 Screen and match participants with employment opportunities based on their skills, work experience, 

hobbies and interests. 

 Successfully place participants into jobs and provide post-placement support to ensure retention. 

 Establish and maintain relationships with employers, training providers and education programs. 

 Achieve monthly, quarterly and annual placement goals. 

 Maintain accurate, up-to-date records of participants’ activities and enter information into database; 

prepare monthly reports. 

 Assist with other duties as assigned by supervisor. 

 

 

(see over) 

 

 



 

Qualifications: 

 Bachelor’s degree in Human Services, Education, Business or related field preferred. 

 Bilingual in Spanish and English REQUIRED. 

 Minimum of four years’ experience providing workforce development services to low-income individuals, 

immigrants and diverse populations required. 

 Demonstrated experience working with low-income young adults ages 18-24 years old strongly preferred. 

 Experience working with limited English speakers a plus! 

 Strong knowledge of community, education and workforce development resources in Boston.  

 Ability to work with employers from a variety of industry sectors. 

 Experience providing career coaching and proven ability to encourage participants. 

 Ability to review and use labor market research, to analyze data, to prioritize and organize information and 

tasks and to customize job seekers’ resumes. 

 Proven ability to effectively manage client relationships and case load. 

 Team player and self-starter with excellent problem solving and advocacy skills. 

 Excellent organizational, communication (both written and verbal) and interpersonal skills. 

 Proficient in Microsoft Word, Excel, PowerPoint; database management, and Internet.  

 Flexible, able to work occasional early morning, evenings, and weekends. 

 Able to adapt to different environments, reliable, able to work under pressure and multi-task. 

 

Employment Terms: This is a full-time, salaried position with full benefit package.  

Salary negotiable depending on experience 

 

Email cover letter and resume to: ktorrez@jpndc.org  No phone calls please.   

 

 

JPNDC is an Affirmative Action/Equal Opportunity Employer 
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