
 

RochesterWorks! Recruitment Team is currently recruiting for Education and Employment 

Specialists for the Finger Lakes Hired Initiative.  

The Finger Lakes Hired initiative, a four-year grant from the US Department of Labor, is a regional 

workforce initiative led by RochesterWorks! in collaboration with Finger Lakes Works and GLOW Works. 

Together we fund the operation of 13 career centers in the nine-county region surrounding Rochester. 

We work with job seekers and area businesses to provide job search, job matching, training, and talent 

development services for the Finger Lakes workforce.  

Finger Lakes Hired will provide training and job-seeking services to 1,500 participants, most of them 

from the ranks of the long-term unemployed, who have been out of work for 27 weeks or more. The 

initiative is focused on employment in the advanced manufacturing, healthcare, and information 

technology sectors. 

Role Description: The Education and Employment Specialist will identify and assess program candidates, 

provide job seeker services, assist the Project Manager in making job placements for program 

participants, and will work out of one or more local career centers.  There are four openings, two in 

Monroe County, one for travel among Genesee, Livingston, Orleans, and Wyoming Counties, and one for 

travel among Ontario, Seneca, Wayne, and Yates Counties.  These are full-time, four-year, grant-funded 

positions with working hours Monday–Friday, 8:00 a.m.–4:30 p.m., with some flexibility to work outside 

of the regular schedule as needed. 

Finger Lakes Hired Core Principles: 

1. Assessment. All job seeker services are driven by an objective assessment administered and 

interpreted by an experienced Education and Employment Specialist. The assessment will match job 

seeker traits to demand occupations and identify skill gaps to be filled. 

2. Customized Services. Job seeker participants and the Education and Employment Specialist are 

equal partners in the development of an Employment Plan, which will include services that are 

customized for the individual job seeker. Planned intensive, training, supportive, and job placement 

services will help the job seeker build a skill set that is portable, stackable, and recognized as filling 

the needs of our industry partners. 

3. Partnerships. Businesses are an equal partner in this initiative. We meet the needs of job seekers by 

giving the employer what they need. The Workforce Investment Boards, Community Colleges, and 

community partners are all working together to close the skill gap. 

4. Measurement. The Project Manager will measure progress toward performance outcomes on a 

monthly basis. Performance results will drive continuous program improvements. 

Major Responsibilities: 

 Conduct eligibility determinations for and assess prospective participants, the majority of which 

will be long-term unemployed (27 weeks or more) individuals. 



 Collaborate with other career center staff, business services staff, the Finger Lakes Hired Project 

Manager, and the college liaisons to provide comprehensive services to participants. 

 Review pre-requisites for training, lead the development of an individualized employment plan, 

and refer participants to a college liaison for education or a partner business for training 

opportunities.  

 Complete and process classroom and on-the-job training contracts. 

 Refer participants to other non-profits and community-based organizations based on the 

supportive service needs of the participants.  

 Manage a caseload of participants. 

 Assist participants in securing employment opportunities after the completion of education. 

 Review job orders to match applicants with job requirements and refer them to employers.  

 Provide follow-up support services to participants.  

 May be trained as an instructor and/or coach for the Five Steps to Rapid Employment program.  

 Use the One Stop Operating System (OSOS) and other databases to document services provided 

to job seekers including job search assistance, career advisement, on-the-job training, entered 

employment, and case management.  

 Ensure that all grant documentation and data entry requirements are met.  

Qualifications:  

 Bachelor's degree preferred with two (2) years’ experience in human resource recruitment, 

staffing, job development, or a related position; OR, Associate's degree with four (4) years’ 

experience. 

 Familiar with and able to interpret the results of various career assessment tools, including 

assessments of interests, work values, skills, and abilities. 

 Knowledge of the nine-county Finger Lakes Region with a solid understanding of the regional 

labor market. 

 Must have a valid NY State driver's license in good standing along with reliable insured 

transportation. To be considered for a position in the Genesee-Livingston-Orleans-Wyoming or 

Ontario-Seneca-Wayne-Yates Counties, must be willing to travel regularly throughout the four-

county region.  

 Excellent verbal and written communications skills.  

 Demonstrated flexibility, initiative, creativity, and ability to work independently. 

 Excellent time management skills.  

 Proficient in MS Office Suite and related software.  

Physical Demands: The physical demands described here are representative of those that must be met 

by an employee to successfully perform the essential functions of this job. (Reasonable accommodations 

will be made to enable individuals with disabilities to perform the essential functions). 

Individuals may need to sit or stand as needed. This position may require walking, primarily on a level 

surface, for periods throughout the day; reaching above shoulder height, below the waist or lifting as 



required to file documents or store materials throughout the work day. Proper lifting techniques 

required. This position may include lifting up to ten (10) pounds for files and/or computer printouts on 

occasion. 

How to Apply: Submit a résumé and cover letter to placement@rochesterworks.org and list the title of 

the position in the subject line.  The cover letter should let us know 1) whether your preferred location 

is Monroe County, Genesee-Livingston-Orleans-Wyoming Counties, or Ontario-Seneca-Wayne-Yates 

Counties; 2) how this opportunity fits into your long-term career goals; and 3) your salary requirements. 

Application Deadline: Wednesday, November 26, 2014 

RochesterWorks, Inc. is an Equal Opportunity Employer 
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