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CLASS TITLE: LABOR, EMPLOYMENT AND TRAINING FIELD REPRESENTATIVE   
ALLOCATION FACTOR(S) 
This is work monitoring, reviewing, evaluating and coordinating activities within the local Job and Benefit Services and apprenticeship offices and/or the service delivery entities in an assigned region; providing staff support to the State Job Training Coordinating Council and related committees; providing assistance and training to minority and disadvantaged contractors to enable their employment in contractual work with a state agency or; Monitoring Disadvantaged Business Enterprise and Equal Employment Opportunity/Affirmative Action compliance by construction contractors performing state work.
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.) 
· Assists with the coordination of Job Service plans with Private Industry Councils and/or Job Service employer committees.
· Analyzes performance data and provides or arranges for necessary technical assistance.
· Recommends changes to operations to relieve performance problems.
·   Provides information to and liaison with local communities on division programs.
· Reviews administrative elements of job training plans and modifications to assure proper safeguards and to avoid duplication.
· Provides program performance data to planning evaluation and monitoring bureaus.
· Assists service delivery entities with implementation of corrective measures for nonperformance.
· Provides assistance and training to minority and disadvantaged contractors.
· Advises the Private Industry Councils, the service delivery entities and the Job and Benefit Services employee committees of state and federally sponsored employment and training activities within the area.
· Provides the service delivery entities with interpretations of applicable federal and state laws, rules, and regulations.
· Assists in developing or provides technical assistance in developing financial and/or nonfinancial agreements.
· Coordinates and provides technical assistance in state programs at the local office level.
· Advises regional manager of problem areas and recommends corrective action.
· Assists the regional manager in coordinating and monitoring the on-going activities of the Job and Benefit Services and apprenticeship offices.
· Assists the regional manager in the coordination of Job Service plans with Private Industry Councils and/or Job and Benefit Services employee committees.
· Coordinates matters with appropriate staff for the State Job Training Coordinating Council to assure the information reviewed in committees is reviewed by the full Council.
· Acts as coordinator between committees of the State Job Training Coordinating Council and state agencies during reviews of agency plans and policies relating to the Job Training Partnership Act.
· 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 methods of data collection and analysis.
· Knowledge of the principles and techniques of effective communication.
· Ability to collect, evaluate and analyze data relating to labor, employment and training plans.
· Ability to conduct program reviews to ensure compliance with applicable standards and guidelines.
· Ability to monitor and review data, identify problems and take corrective action.
· Ability to understand and apply applicable rules, regulations, policies and procedures relating to labor, employment and training plans.
· Ability to prepare reports and promotional materials relating to labor, employment and training plans.
· Ability to work independently.
· Ability to utilize problem-solving techniques.
· Ability to plan, organize and coordinate work assignments.
· Ability to communicate effectively.
· Ability to establish and maintain effective working relationships with others.

MINIMUM QUALIFICATIONS 
· A bachelor's degree from an accredited college or university and three years of professional experience in administrative work, employment and training, employment security, grants management, education, vocational counseling, vocational placement, occupational analysis, employment selection and referral activities, program planning, program evaluation, public relations, or program monitoring.
· A master's degree from an accredited college or university 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.

EFFECTIVE: 
11/17/1989
HISTORY: 
	[image: ]
	DEPARTMENT OF MANAGEMENT SERVICES
For Reference Only

	
	




01/01/1987
3342-LABOR, EMPLOYMENT AND TRAINING FIELD REPRESENTATIVE-CS

image1.gif




