
FIRST STATE COMMUNITY ACTION AGENCY, INC. 

 

 

TITLE:  Senior Community Service Employment Job Developer (SCSEP)  

  

LOCATION:  Georgetown   

 

JOB SUMMARY: Responsible for developing job opportunities, assessment for enrollment, placement in 

subsidized employment, training for employment, recruitment and selections of 

enrollees, and development of Individual Development Plans for Senior Community 

Service Employment enrollees.  Responsible for coordinating/conducting workshops 

for in related to job seeking skills in resume writing, interviewing, techniques, 

professional appearance, and professional conduct in the work place.  Responsible for 

assisting enrollees in recruitment, placement, training, counseling, support services, 

and development of individual development plans to encourage positive interaction 

between the enrollee and the agency. 

  

      MINIMUM QUALIFICATIONS:   
 

1.  Associate’s Degree in Human Services or three (3) years experience in service 

     oriented programs, preferably in education, training, employment fields,   

     employment agency or DOL related experience desired. 

            

2.  Ability to assess participant’s needs and preferences in job placement. 

      

3.  Experience in human services work determining eligibility for benefits and/or 

     services. 

 

4.  Knowledge of federal and state rules and guidelines as they apply to human 

     service programs. 

          

5.  Ability to communicate effectively orally and in writing. 

 

6.  Must have a valid driver’s license. 

          

DUTIES & RESPONSIBILITIES 

 

1.  Conduct client assessment and develop Individual Employment Plans (IEP) on new and   

current participants, and their annual certification dates within program guidelines. 

             

2. Conduct assessments and update IEP on current SCSEP participants on 

         their annual certification dates. 

    

3. Identify employers who currently have jobs available and those who will have job openings in 

the future, and match them to client’s skills. 

                 

 4. Assist clients in setting realistic employment goals, jobs, resumes, and job  

                                 interviewing techniques. 

                                                                              

5. Prepare and facilitate training workshops, including a weekly job club 

         support group, on going assessments, goals, resumes, job search, interviews, 



         and networking, etc. to help promote the client to achieve gainful employment. 

              

    6. Coordinate with other job developers operating under the SCSEP program. 

 

7. Provide performance evaluations enrollees within the program. 

 

8. Responsible for ensuring enrollees meet program requirements, including 

         education/skill and training. 

  

   9. Participate in community and economic events, displaying services offered through the 

SCSEP program.  

                                      

   10. Works closely with the Department of Labor to maximize benefits to 

                        program participants. 

                     

   11. Provides summary reports to supervisor and funding sources. 

               

              12.  Maintain accurate records on enrollees in a confidential manner according 

                        to program guidelines. 

 

              13.  Collect data on enrollee progress, counseling activities, and make 

                        recommendations for program improvement/development. 

                   

  14.  Perform other duties as deemed necessary.    

 

 

FIRST STATE COMMUNITY ACTION AGENCY IS AN EEOC EMPLOYER. 

 

SEND ALL RESUMES TO; dbull@firststatecaa.org 

               


