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Ad

Program 

Assistant – WIA Program

 This position funded completely or in part by funds from the American Recovery and Reinvestment Act of 2009

Southern NH Services, Inc. is seeking to hire a Program Assistant to provide program support including clerical, data entry, and other office functions for the Workforce Investment Act (WIA) Program in the Manchester office.  Performs program tracking functions for company layoffs and assists with the verification of customer documents for accuracy and completeness. Knowledge of the NH Workforce Development System desired. Skills/Experience required: Three years experience in business, office administration or related field. Working knowledge of office practices and machines; extensive collaboration and strong ability to communicate effectively both in writing and verbally with the management team, co-workers and field staff; strong organizational, critical thinking and time management skills; experience working on projects and multiple tasks in a busy team setting; computer proficiency in Microsoft Word and Excel.  Bachelor’s degree in related field preferred or equivalent knowledge to ensure necessary skills.  Please note that this position is for one year in duration with the possibility of extension based upon availability of funds. $31K annual plus benefits. Send resumes by October 12th to: Chris Beauvais, Southern NH Services, Inc, PO Box 5040 Manchester NH 03108; or apply online at employment@snhs.org.  SNHS, Inc. is an EOE.

Southern NH Services, Inc.

Job Description 
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This position funded completely or in part by funds from the American Recovery and Reinvestment Act of 2009
POSITION TITLE:  Program Support Specialist

DATE ESTABLISHED: September 2009

EMPLOYMENT STATUS:  Full Time; Temporary (1 year)

SCOPE OF WORK:

Responsible for providing clerical, data entry and other program support for the delivery of the Workforce Investment Act (WIA) Program.  Creates and maintains spreadsheets and tracking of customer information for company layoff activity.  Provides assistance with personnel functions for the department.  Works with the Quality Assurance (QA) Specialist to obtain and verify accurate information from Field staff; assists with annual data validation and file archival processes.  

DUTIES/RESPONSIBILITIES:

· Performs duties in support of company layoffs and special projects including mailings, producing and copying program material, and making phone contacts.
· Creates Excel Spreadsheets and performs data entry of customer survey information into the spreadsheets for company layoffs.
· Performs program tracking functions for layoff activity and as needed by the program.  
· Works with the QA specialist to verify WIA customer documents from the Field staff for accuracy to ensure that missing or incorrect information is obtained and/or corrected.

· Prepares monthly or as-needed program reports on WIA Customer activity for the department.

· Updates and maintains WIA Operations Manual and other projects as assigned.

· Assists with personnel functions for the department including posting jobs, contacting applicants and scheduling appointments.

· Performs routine office functions including filing of customer documents, faxing and copying, and ordering supplies for the department.
· Updates, maintains and distributes statewide WIA staff contact lists and staff schedules and calendars.
· Assists the QA Specialist with data validation on all exiter files using approved standards and tools. 

· Assists the QA Specialist with the monthly and annual archival processes of Field and Master Files as well as the retirement and destruction of files according to the recordkeeping process.

· Performs other duties as assigned by the Administrator.

EDUCATION / EXPERIENCE: 

Bachelor’s Degree in related field preferred. Three years experience in business, office administration or related field. Demonstrated experience working in a busy and collaborative team setting required.  An equivalent combination of education and experience demonstrating the skills, knowledge, and ability required for this position may substitute for degree.
PREFERRED SKILLS / KNOWLEDGE / EXPERIENCE:

· Strong organization, detail, multi-tasking and time management skills.
· Strong knowledge of Excel, Word, email applications, and the internet.
· Working knowledge of office practices and office machines.
· Ability to work independently and in a team-based environment.
· Effective communicator, including written, oral and strong customer service skills.
· Creative thinking, problem-solving, & decision-making skills.
· Demonstrated ability to work as part of a team (with internal and external customers) to ensure maximum level of data integrity is achieved.
· Experience with automated customer case management or database systems a plus.
· Knowledge of and experience working with WIA and/or other workforce development programs.  
· Ability to understand and implement internal policies and procedures.
· Understanding of professional ethics including confidentiality policies.
TRANSPORTATION NEEDED:  Yes. Some statewide travel required.

FUNDING SOURCE:  Workforce Investment Act
SUPERVISION: WFD Operations Administrator

JOB LOCATION:  SNHS, Inc., Manchester, NH 

DISCLAIMER STATEMENT: This job description lists typical examples of work and is not intended to include every job duty and responsibility specific to a position.  An employee may be required to perform other related duties not listed on the job description provided that such duties are characteristic of the position.
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