
POSITION TITLE:  Employment Specialist    
RESPONSIBLE TO:  JobLinks Program Director  

 
POSITION GOALS: To provide case management and job placement services for job seekers, complete 

reports required by contract partners, and maintain connections with employers and community 

partners.    

 

Oakland Planning and Development Corporation’s mission is to build a better Oakland and help 

neighbors thrive. OPDC is a nonprofit community development organization with multi-faceted 

programs. We provide affordable rental housing, sell homes to homeowners, organize and advocate for 

residents, facilitate planning processes, provide workforce development and financial coaching, and 

help youth succeed in high school and beyond.  OPDC’s JobLinks program is one of 80 Financial 

Opportunity Centers nationwide that helps people find jobs, receive ongoing one-on-one financial 

coaching, and apply for public benefits, all under one roof.  

 

Position Description 

The Employment Specialist maintains a robust daily caseload of job seekers, and seeks to place them 

into gainful employment. The Employment Specialist completes outcome reporting required by contract 

partners. He or she acts as a liaison between JobLinks, employment seekers, employers, and community 

partners and works closely with JobLinks staff to meet programmatic outcomes.  

 

Responsibilities 

A. Client Interaction 

 Manage a rolling caseload of approximately 75-200 annual job seekers; 

 Assess clients’ skill sets, barriers to employment, and career goals; help them develop resumes, 

cover letters, and career plans; and  walk them through each step of the orientation, 

application, and interview process; 

 Create, coordinate, and run workshops in conjunction with contract partners to improve clients’ 

job readiness and interview skills and prepare them for open positions; 

 Ensure that all clients who are referred to prospective employers meet any minimum 

qualification requirements and provide clients with all necessary social service resources and 

information in order for them to secure and retain gainful employment; 

 Conduct employment verifications and follow-up with clients individually and in small groups to 

achieve retention goals;  

 Administer standard career assessments as determined by area of interest and assist clients 

with questions regarding career paths for chosen field of employment. 

 

B. Program and Contract Administration 

 Maintain required paperwork, files, electronic database entries, and records for each client; 

 Develop and maintain constructive and cooperative working relationships with contract 

partners and employers; 

 Make presentations and communicate with employers, educators, community partners, and 

stakeholders. 



C. Employer Partnerships and Job Development 

 Build JobLinks’ network of hiring managers at local employers, identify open positions, and 

arrange for them to interview and hire JobLinks participants; 

 Stay abreast of regional hiring trends and opportunities and recommend adjustments to our 

approach and our course offerings. 

 

D. Collaboration with Colleagues 

 Assist colleagues with placement and support of clients; 

 Perform as a team player and provide support to coworkers; 

 Attend staff meetings and participate in staff retreats and other gatherings; 

 Communicate success stories to Communications Manager; 

 Document outcomes and provide reports for Executive Director and Board of Directors; 

 Perform additional duties assigned by supervisor.  

 

Qualifications 

 Bachelor’s degree in social work or related field and/or five or more years of experience working 
with adults in the social service sector; 

 Strong knowledge and experience in career development facilitation and job readiness training; 

 Expertise in public sector (city, county, and state) contract administration; 

 Proficiency with Microsoft Office Suite and willingness to master other software packages; 

knowledge of Salesforce a plus; 

 Strong problem-solving and conflict resolution skills; 

 Excellent relational and communication skills, especially among diverse audiences; 

 Skill in coaching and serving clients so that they perform their best; 

 An outcome orientation and demonstrated ability to organize, plan, multitask with detail; 

 Knowledge of HIPAA regulations pertaining to confidentiality laws that encompass the social 

service and healthcare fields; 

 Commitment to and enthusiasm for OPDC’s purpose, vision and values; collegial team player. 

 

Compensation 
Compensation commensurate with experience.  OPDC offers a generous benefit package including 

health insurance, retirement, and paid time off.  The position is full-time at 37.5 hours per week, with 

occasional evening or weekend responsibilities. 

To Apply 
Send resume and brief cover letter to kcraig@opdc.org.  Interviews will be scheduled in July; the 
position will begin in August 2018. 
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