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Workforce Development Specialist  
Job Description 

Allies in Caring provides culturally responsive mental health services throughout South Jersey. 

We address the major clinical, public health, and societal problems caused by persisting racial 

and ethnic disparities in mental health care by emphasizing language-accessible and culturally 

affirming counseling, education and advocacy for underserved communities; supporting the 

development of bilingual/bicultural behavioral health professionals; and collaborating with key 

stakeholders, constituency groups and public and private partners. We make mental health 

services more accessible to culturally and linguistically diverse populations, including Spanish-

speaking families, Deaf and Hard of Hearing individuals, and people with developmental 

disabilities.   

Position Purpose 
 

We are seeking someone passionate about creating career pathways for youth, adults, and 

dislocated workers. This job is a good fit if you have experience providing occupational skills 

training, customized training, on-the-job training, working with youth and adults with 

development, academic instruction, career & technical education, and access to the 14 WIOA 

Youth Elements.  

 

Position Concept:  

 

The Workforce Development Specialist is the primary point of contact between our staff, 

participants and potential employers. The WDS will build a network of business relationships 

that support subsidized and unsubsidized employment opportunities for participants. 

 

Under the direction of the Operations Manager, the workforce development specialist 

responsibilities include. 

1. Primary contact for apprenticeship program 

2. Facilitate linkage to certification training 

3. Create culturally appropriate educational materials for career exploration, soft skills 

development, and employment skills 

4. Provide employment training, helping employees develop their skills and develop the 

tools needed for job permanency, testing the skills of the job candidates, conducting 

mock interviews, helping candidates with their resume, and monitoring job retention. 
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5. Enter data collected on apprentices and employer activity in an internal and/or state 

system. Maintain accurate participant records, perform filing and general clerical 

functions. Tracks and reports on placement activities. Works with staff to identify job 

placement concerns and propose solutions. 

6. Program marketing, minimum one event/quarter (Specialized Recruitment's, job fair). 

7. Build relationships with potential employers, creating a cultural bridge for apprentices 

to join employers such as   health and social service agencies, and government; identify 

deficits in personnel and identifying opportunities for our apprentices 

8. Advocate for employment for our apprentices,   

9. Match job applicants to a specific job that suits their talents. 

 

 

Position Specifications 

Bilingual Spanish is a must 

Experience:  2+ years relevant work experience hiring, training, and managing staff. Experience 

working with Spanish speaking individuals and / or people with disabilities. 

Skills: Excellent people skills and ability to build relationships. Ability to work effectively with a 

diverse group of participants, staff, and community. Basic knowledge and understanding of 

issues that affect people with barriers and disabilities. Strong process orientation: Detail 

oriented. Ability to deal with complex problems involving multiple facets and variables in non-

standardized situations. 

Other:  Must meet state criminal background check requirements.  

Travel:  Must have appropriate and valid state driver’s license and be able to meet 

requirements for Eckerd’s Auto Insurance and be able to drive for business purposes. Travel up 

to 40% of the time.  

 

Make more than a Living, Make a Difference 

We provide our employees with numerous opportunities for growth, education, advancement, 
and the chance to contribute to business objectives. We offer competitive salaries and an 
excellent comprehensive benefits package including: Health,  Insurance |  4 weeks of Paid Time 
Off the first year | 11 paid holidays | 
 


