	[bookmark: _GoBack]CLASS CODE:  3449  
PAY GRADE:  018 



CLASS TITLE: JOBS AND BENEFITS COORDINATOR   
ALLOCATION FACTOR(S) 
This is professional work coaching, coordinating and facilitating a customer service team within a Jobs and Benefits Field Office.
EXAMPLES OF WORK PERFORMED: 
(Note: The examples of work as listed in this class specification are not necessarily descriptive of any one position in the class. The omission of specific statements does not preclude management from assigning specific duties not listed herein if such duties are a logical assignment to the position. Examples of work performed are not to be used for allocation purposes.) 
· Motivates team members to improve the quality and quantity of work performed.
· Assists team members in planning work loads, work flows, deadlines, work objectives and time utilization.
· Maintains work production statistics and team participation data for use in evaluating employees.
· Recommends evaluation criteria and responsibilities.  Provides input regarding the accomplishment of team and individual work objectives.
· Trains team members in methods for performing an effective and efficient job.
· Communicates on a regular basis with team members both individually and in staff meetings.
· Coordinates the work of team members to best use of time and resources.
· Plans, schedules and conducts quasi-judicial hearings with both applicant and employers to obtain information used in the preparation of a written decision with respect to applicant's entitlement to benefits.
· Reviews determinations made by team members.
· Attends and participates in area conferences regarding nonmonetary determinations.
· Assists in refining and modifying internal office procedures to ensure an even flow of work.
· Orients new personnel, conducts training sessions and gives on-the-job training for all personnel in teaching operating procedures.
· Provides support/assistance to team members in handling difficult interviews and works with applicants/claimants who present unusually difficult eligibility/placement problems.
· Prepares and maintains operating reports and statistical data as required by the local and central offices.
· Maintains necessary liaison with schools, institutions, other agencies and offices for effective service and placement of applicants.
· Provides coordination and direction to team members who are assisting employers in setting up and applying procedures and techniques which will promote employment utilizing job analysis, job inventory, job relationships and other appropriate methods of job evaluation.
· Advises team members with respect to methods and techniques and the decision reached in training needs through the manager of the local office.
· Gathers information on occupational requirements and keeps informed on employment contacts with local employers for job placement.
· Maintains cooperative relationships with community agencies to ensure services necessary for counselees and makes speeches before community groups.
· Makes rehabilitation services available to the applicant such as medical and health services necessary for employability.
· Performs related work as required.

KNOWLEDGE, SKILLS AND ABILITIES: 
(Note: The knowledge, skills and abilities (KSA's) identified in this class specification represent those needed to perform the duties of this class. Additional knowledge, skills and abilities may be applicable for individual positions in the employing agency.) 
· Knowledge of the principles and techniques of effective communication.
· Knowledge of interviewing or counseling principles and techniques.
· Knowledge of basic public relations principles.
· Knowledge of the methods of data collection.
· Knowledge of employment security laws, regulations, policies and procedures.
· Ability to conduct fact-finding hearings and investigations.
· Ability to prepare correspondence relating to an employment security program.
· Ability to maintain records relating to an employment security program.
· Ability to counsel individuals in need of vocational guidance.
· Ability to communicate effectively.
· Ability to establish and maintain effective relationships with others.
· Ability to understand and apply applicable rules, regulations, policies and procedures relating to an employment security program.
· Ability to conduct interviews.
· Ability to deal with the public in a tactful, courteous and effective manner.
· Ability to record, evaluate and analyze data relating to an employment security program.
· Ability to work independently.
· Ability to solve problems and make decisions.
· Ability to prepare reports relating to employment security programs.
· Ability to speak clearly and correctly.
· Ability to listen effectively.

MINIMUM QUALIFICATIONS 
· A bachelor's degree from an accredited college or university and two years of professional employment security, counseling or administrative experience.
· A master's degree from an accredited college or university in business, public administration, communications, education or one of the social or behavioral sciences can substitute for one year of the required experience.
· Professional or nonprofessional experience as described above can substitute on a year-for-year basis for the required college education.
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