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MassHire-North Shore Youth Career Center Manager
Job Description

Reports to: The MassHire-North Shore Career Center Executive Director

Position Summary:

The MassHire One Stop Career Center, including the Youth Career Center, is a regional multi-partner
organization that provides quality workforce services to companies and job seekers in the North Shore region.
The MassHire-North Shore Career Center operates under the direction of the MassHire-North Shore Workforce
Board and the Mayor of the City of Salem, MA, which is the organization’s grant recipient and fiscal agent. As
part of the Massachusetts MassHire system, the MassHire-North Shore Career Center exemplifies, in all aspects
of work, the four MassHire values of collaboration, responsibility, respect, and ingenuity.

The Masshire-North Shore Youth Career Center Manager will oversee the daily operation of the Youth Career
Center, a multisource-funded entity within the MassHire-North Shore Career Center designed to provide high-
quality appropriate workforce services to the area’s in-school and out-of-school youth and to companies
interested in working with and employing youth. This work involves developing partnerships with schools and
other community organizations that also work in youth development, resulting in greater success with
coordinated efforts. The Youth Career Center Manager will work to ensure performance measures are met, both
those from funding sources and those established internally.

The Youth Career Center Manager is responsible for implementing and managing all youth programs and oversees
a team of six staff members. The approximate number of annual youth programs is eight to ten but the number
can vary year-to-year depending on funding awards. The main functions of the Youth Career Center are to offer
career-readiness and exploration opportunities for young adults ages 14 to 24, along with subsidized and
unsubsidized job placement (including a significant summer jobs program), as well as management of contracted
vendor programs providing services for out-of-school youth.

Duties and Responsibilities:

e Operate as member of the MassHire-North Shore Career Center integrated management team,
contributing to other Career Center activities to ensure coordination between youth and adult services and
services to the business community

e Serve as the onsite manager for the stand-alone MassHire Youth Career Center

e Provide overall leadership, direction, and coordination of youth career center staff, operations, and daily
activities, from general program planning and execution to scheduling staff coverage and overseeing
technology needs, office equipment, and other supplies

e Oversee and direct youth staff on the recording, tracking, and reporting of youth activities in internal
databases as required by grantors, and by doing so, create a data-driven Youth Career Center

e Represent the MassHire-North Shore Youth Career Center at various community and networking meetings

e Design and implement outreach and recruitment strategies that ensure appropriate and full enrollments in
youth programs
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Develop and utilize knowledge of community assets and resources for each community within the region
for networking and referral sources and ensure efficient and effective use of career center resources across
the region

Work with the youth team and the MassHire-North Shore’s Business Services Unit to develop internship
and job opportunities for youth through various tools such as job fairs and recruitments, company tours,
employer speakers, and other community outreach

Coordinate with the MassHire-North Shore Career Center Performance Manager to effectively utilize
internal databases, grant-specific tracking mechanisms, and other relevant and required performance
information tools to maintain timely and accurate statistical reports and to ensure that program objectives,
goals, and standards are met

Provide leadership and assistance to contracted youth service providers to ensure successful and seamless
service delivery as well as timely and accurate statistical reports

Develop partnerships that support vendor, partner, and other youth-serving agency staff in utilizing youth
career center resources as part of their customer service strategy

Collaborate with the MassHire-North Shore Manager of Youth Workforce Initiatives on youth career center
planning, including procurement, grant management, grant reporting, recruitment, goal attainment, and
hiring of youth staff

Be the point person responsible for creating and updating MassHire-North Shore Youth Career Center

staff job descriptions and onboarding new hires, as well as providing for youth staff’s ongoing professional
development and performance management

Qualifications:

A Bachelor’s degree in business, public administration, social work, career counseling, human services, or
related fields is highly preferred

Experience working with workforce development and/or youth, and/or industry-recognized certificates
along with relevant college courses may be given consideration as a substitute for a degree

Experience in employment and training, counseling, education, or youth work is strongly preferred as is
commitment to youth issues

Ability to work both independently and as part of a team

Strong supervisory and leadership skills required

Demonstrated knowledge of federal, state, and private youth or adult programs and understanding of
grant-funded rules and regulations

Experience in program design, partnership, and program implementation for diverse populations is
necessary

Knowledge of regional community service agencies, training providers, and regional employment and
workforce trends is preferred

Strong oral and written communication skills are a must

Location: mainly in-person at North Shore Community College in Lynn, MA, but may offer the opportunity to work
remotely if/when scheduling and commitments allow

Salary: 569,000 to $75,000 with City of Salem benefits; full-time exempt, 37.5 work week

The City of Salem’s MassHire-North Shore Workforce Board is an Equal Opportunity/Affirmative Action Employer
and does not discriminate on race, color, national origin, religion, gender or gender identity, familial status,
disability, ancestry, age, marital status, public assistance status, sexual orientation, veteran history/military status,
or genetic information.



