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Program Associate
Brooklyn Workforce Innovations
Employee Type: AmeriCorps Member


Title: Program Associate

Program: Customized Training

Organization Summary
Brooklyn Workforce Innovations' (BWI) mission is to empower low- and moderate-income people by creating living-wage employment opportunities and access to career paths. We seek to develop programs that counter prevailing market inequalities (especially those based on race or gender) and contribute to a broader movement for economic justice. Currently BWI helps New Yorkers start careers in five industries: commercial driving, telecommunications cable installation, TV and film production, skilled woodworking, and building maintenance. 

Program Summary

The AmeriCorps Member Program Associate will play a key role within BWI’s Brooklyn Networks program, a six-week training program designed to move low-income New Yorker into careers in telecommunications cable installation.

The Program Associate will also support BWI’s Customized Training program, a program that was developed to complement BWI’s five core sector-based training programs. The Customized Training program has partnered with the Brooklyn Navy Yard Employment Center, the Industry City Innovation Lab, and an array of other partners to create new employer‐customized training and job placement opportunities that primarily serve the low‐income communities (with a focus on public housing residents) surrounding the Navy Yard and Industry City, matching a skilled‐up labor force with employers at the Yard and Industry City. 

Position Summary
This is a valuable opportunity for an AmeriCorps member to build skills and gain experience in workforce development by working directly with knowledgeable staff and important community partners at a leading workforce development nonprofit. The Program Associate will report to the Director of Training for the Customized Training program and the Program Director of Brooklyn Networks. Responsibilities will include: 
· Support employer engagement activities to raise awareness of BWI’s employer-customized training offerings at the Brooklyn Navy Yard and within Industry City;
· Coordinate marketing, recruitment and outreach efforts for Brooklyn Networks, a six-week sector-based skills training program, serving 60+ participants annually;
· Conduct customized training outreach to recruit qualified participants from the geographies surrounding the Brooklyn Navy Yard and Industry City;
· Develop and manage Brooklyn Networks’ social media for outreach as well as graduate engagement;

· Engage existing referral agencies and community groups as well as identify and educate new referral sources about BWI’s training offerings;

· Work directly with program applicants and participants during intake, interviews and assisting during training;
· Schedule and conduct interviews to assess applicants’ suitability for job training programs.

· Assist with administrative tasks including entering applicant and participant data into BWI’s performance management database, ensuring that participant files contain all required documentation, documenting communication and follow-up with program graduates, and supporting organizational systems;
· Create and manage relationships with trainees and graduates and provide support with placement and retention services, as well as counseling, advocacy, and referrals to outside resources;
· Work with trainees on job readiness skills such as resume preparation and interviewing skills, including conducting mock interviews;
· Represent BWI at job training and career fairs throughout the city.
Qualifications

AmeriCorps Qualifications: As this is an AmeriCorps member position, applicants must fulfill all AmeriCorps eligibility criteria. In order to serve as an AmeriCorps member, you must be at least 17 years old and a U.S. citizen, national, or legal permanent resident of the U.S. You must also possess the following qualifications:

· Prior work, community, or volunteer experience;
· Strong communication skills (oral and written);
· Strong people-skills and ability to work with diverse groups of people;
· Computer literacy, including proficiency in Microsoft Office Suite; proficiency in Illustrator and Photoshop is a plus;
· Strong desire to make a difference through hard work, and eagerness to learn new skills; 

· High School Diploma.
The member will also participate in monthly trainings provided by the AmeriCorps program, in addition to weekly trainings at NYU Lutheran Family Health Center (LFHC) Department of Community-Based Programs. The member may also participate in external training opportunities with prior approval from their supervisor.  
BWI Qualifications: In addition to the AmeriCorps member qualifications above, BWI will prioritize the following experiences and skillsets in selecting an AmeriCorps member for this role:

· BA or BS 

· Proficiency in Excel and comfort with performance management software;

· Proficiency with Google Drive, Google Docs, and Google Sheets;

· Administrative and computer skills, including ability to maintain social media platforms;

· Excellent time management and self-direction; ability to prioritize multiple responsibilities against one another and independently perform tasks to completion;

· Ability to communicate effectively and professionally with a wide variety of stakeholders, including program participants, internal staff members, employers, and partner organizations;

· Organized, thorough, and excellent attention to detail;

· Flexibility to work some evenings and/or weekends as well as flexibility to work at different BWI locations;

· Ability to work directly with jobseekers in a respectful, reliable, and culturally appropriate way;

· A desire to learn about the field of workforce development and interest in building a career in this field;
· Specialized experience is a not required but is a plus:

· Group facilitation experience
· Experience working in adult education 
· Experience working with low-income adults 
· Community outreach and participant recruiting
Start Date: ASAP 

Compensation: AmeriCorps volunteers receive the following compensation:

· Living stipend of $1,180/month for 10.5 months 
(Totaling $12,100 over 10.5 months)

· Monthly MetroCard to assist with transportation

· Basic health insurance 

· Upon completion an education award up to $5,500 to be used for tuition or student loan repayment for federal loans. 

· Childcare assistance if needed
To Apply: Submit a resume and a cover letter indicating why you are interested in being a Program Associate for Customized Training and Brooklyn Networks. Please email your resume and cover letter (pasted into the body of your email) to Morriah Kaplan, mkaplan@bwiny.org and KenTara John, kjohn@bwiny.org. 
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