UAW LABOR EMPLOYMENT AND TRAINING CORPORATION
JOB POSTING
JOB TITLE: One Stop Operator Coordinator
JOB STATEMENT:
This position will be responsible for establishing and building relationships within Kansas City and Vicinity while connecting job seekers to the coaching and training resources necessary for a successful job seeking experience.  The One Stop Operator Coordinator will work internally and directly under the supervision of the Full Employment Council Functional Leader of the Kansas City and Vicinity Workforce Development Board.  Position is at the 3100 NE 83rd Street #2100, Kansas City, MO  64055.
ESSENTIAL FUNCTIONS:
1. Connect job seekers to a variety of employment and training services provided by the Career Center.

2. Deliver a variety of information sessions for job seekers.

3. Connect job seekers to on-site and off-site workshops and group sessions conducted by the Full Employment Council at the Career Center and/or job-community fairs, where needed, including interviewing, resume writing, job searching, dressing for success, how to work a job fair, job retention, networking and other related job seeking skills.

4. Provide an orientation/overview of services provided by the Full Employment Council that includes classroom training, career placement, and support services available to clients.

5. Maintain documentation of job seeker customer activities in the American Job Center management information system, currently known as MOVOS.

6. Build and establish relationships within the community including partnerships with other organizations that lead to increased recruitment of Career Center applicant pool.

7. Assess and identify individuals that could benefit from Vocational Rehabilitation or other community partners.

8. Maintain an integrated system with UAW-LETC to ensure job seekers have a pathway to obtaining and retaining employment through the Career Center.

9. The Kansas City and Vicinity Workforce Development Board may also require the other duties as deemed necessary, to execute program goals.

10. Oversee the activities of the One Stop Center Support 
PREFERRED QUALIFICATIONS:

1. College degree preferred

2. GED or High School Degree required

3. Three months experience working in an Employment Service environment, such as recruiting, human resources, temporary agency, employment service agency and/or involved with the hiring of individuals for an agency or company.

4. Written and verbal skills 

5. Strong attention to customer service

6. Computer dexterity, including knowledge of Microsoft Office products.

7. Experience in job development and/or establishing relationships with employers and other community partners.

8. Ability to train and present information to individuals on various job seeking needs including resume writing, interviewing skills and job fair etiquette.

9. Ability to work as a functional team player.

10. College degree and/or courses in a related field such as human resources, business management.
11. Knowledgeable of current job market trends and seeks continuous training
12. Proven experience in a recruiting or hiring role
13. Ability to maintain reporting information
14. Strong attention to detail
15. Ability to lead others to successful resolution
16. Maintain professionalism when working with clients, employers, community partners and others.
REQUIREMENTS:
Must maintain professional boundaries and confidentiality with all clients.

As an employee of UAW-LETC there is an expectation to attend or assist at events as well as other duties as assigned.
Hours: Full-Time, Monday-Friday from 8:00am to 5:00pm.  Certain exceptions based on staff training.

Job Function: Connecting Clients / Overview of Services/ Human Resource familiarity / Customer Service / Coaching / Communications / Integrated Partnerships

Travel:  Some travel may be expected, less than 10%.

Pay: $18.00 per hour

Reports to:  Works onsite under the director supervision of the Functional Leader, or designee, at the Full Employment Council, located at 3100 NE 83rd Street, #2100, Kansas City, MO  64119
Apply online at; feckc.org, or www.jobs.mo.gov, or apply in person at the Full Employment Council/Missouri Career Center – address as noted above

-------------------------------------------------------------------------------------------------
EOE/AA/M/F/ADA 




E-Verify Employer

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