Position Title:
CAREER DEVELOPMENT ASSOCIATE

Responsible to: Director Adult Career Services
This position description assist in providing outreach/recruitment services for potential FEC clientele.

Primary Objective: Determine eligibility for financial assistance for various grant programs.

1. Job Duties.
· Conduct overviews on FEC services and programs

· Provide search assistance and conduct client interviews

· Provide outreach/recruitment service for potential FEC clientele.

· Determine eligibility for financial assistance for various grant programs administered by FEC.

· Assist with the placement and follow-up activities of all applicants
· Provide follow up of FEC clientele.
· Other duties assigned.
EDUCATION:  
High School Diploma or GED with basic reading, writing and arithmetic skills that are normally acquired through high school diploma or equivalent.  Associate degree preferred.
QUALIFICATIONS:  
One to two years of experience in similar administrative position or combination of education and experience  

Computer skills are essential

Ability to work in fast paced environment

Ability to work in a culturally diverse work environment 

Must have reliable personal transportation and must have auto insurance

Must be able to pass a background check

Apply online at feckc.org, or www.jobs.mo.gov or sdryden@feckc.org
/Location: Central City, 1740 Paseo, KCMO

/Applications accepted until position is filled




EOE/AA/M/F/V/ADA 






E-Verify Employer

The Full Employment Council is an Equal Opportunity Employer/Program. Auxiliary aids and services are available upon request to individual with disabilities.  All voice telephone numbers may be reached by persons using TTY/TDD equipment via the Missouri Relay Services at 711.

