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Position Description 

 

Career Coach Manager 

 

 

 

Organizational Mission and Operating Principles 

Transforming lives out of poverty through meaningful employment. TCR work is guided by the following 

principles: 

Personal Empowerment 

• Personal Empowerment is based on principles of cognitive restructuring for permanent changes to 

individual’s belief structure and behavior.  

• Personal Empowerment focuses on internal changes necessary for long-term success.  

• Staff will regulate their emotions and seek out solutions to challenging situations; control their own 

lives and future; seek education; negotiate disputes; be personally responsible, dependable and 

accountable.   

• TCR models an inclusive workplace where everyone is valued and there is desire for everyone’s 

success. 

 

Market-Driven 

• Employers are our customers.  

• The program balances the needs and interests of employers and prospective full-time employment 

opportunities for participants.  

• Program services and administration are based on best practices and high standards. 

 

Outcomes-Driven 

• TCR practices performance-based assessments.   

• TCR creates value for all key stakeholders by delivering on pre-defined and established 

benchmarks. 

• TCR tracks and reports Return on Investment (ROI). 

• Program services are comprehensive, innovative and interconnected which results in operational 

excellence. 

• TCR only recommends full-time opportunities that are conducive to the participant’s growth, 

development, and success. 

 

Reciprocal Accountability 

• Relationships with key stakeholders are based on reciprocity and mutual accountability.  

• TCR trusts stakeholders to make decisions regarding their own progress based on feedback from 

coach and staff. 

 

Learning Driven 

• We promote long-term success of the program by encouraging stakeholders to continually 

transform themselves through individual and team learning opportunities. 

 

All TCR staff are expected to adhere to these operating principles and Personal Empowerment in work with 

other staff, customers, participants, and other key stakeholders. 

 

 

 

 

 

 

 

 

 



 2 
 

Job Profile and Reporting Relationships 

The position of Career Coach Manager is responsible for providing overall leadership, management and 

strategic direction of the Coaching Department to assist Twin Cities R!SE in achieving its mission. This 

position takes a leadership role in strategic planning and visioning for the organization as a member of the 

Director’s team.  The Career Coach Manager may also have a Work Skills Career case load and 

instructional responsibilities. 

 

The Career Coach Manager reports to the Director of Programs and Operations of Twin Cities R!SE.  The 

Career Coach Managers supervises all Career Coaches and Resource Coordinator. 

 

Key Duties and Responsibilities 

 

Development of the Career Coach Department 

1. Be responsible for career assignments:  Make initial assignments of participants to coach.  Assign 

information sessions and interviews in equitable way.  Ensure that career/participant loads are 

substantially equal and manageable. 

2. Supervise coaches in interactions with participants; verify completion of development plans and 

case notes in timely fashion; assist coach in identifying strategies for working with specific 

participants; ensure that philosophy of program is demonstrated in all coach’ interactions with 

participants; assist coach in meeting with participants as needed.   

3. Ensure that all assigned tasks associated with careering are completed and that each career’s case 

files are complete 

4. Assist in leadership of meetings:  admissions, program, career/instructors, evaluation sessions and 

others as assigned.  Complete the final evaluation staffing schedule each session. 

5. Meet with all coaches on a regular basis—individually and as a group. 

6. Plan, monitor and implement methods and processes that support careering and participant efforts 

and improve program’s achievement of goals. 

7. Interpret intent and guide staff in the enforcement of policies regarding participants (behavior 

issues, financial supports, loans and grant, microgrants, etc.). 

8. Serve as a member of the “Accountability/Reinstatement Committee” and implement the outcomes 

as they relate to reinstatement planning and reassignments to coach. 

9. Respond to changes and best practices in work skills development. 

10. Co-develop and implement program planning and visioning relationship between Education, 

Employer Services and Career Coaching departments. 

11. Develop, implement, and monitor program outcomes achieved through Career Coaches for reports 

to Organizational Research & Development and Advancement departments.  

 

Career Services  

1. Using TCR’s model for skills assessment and development, determine participants’ needs  and 

create a comprehensive and systematic plan to promote their skill development. 

2. Ensure that performance standards contained in development plans are consistently reviewed and 

enforced for each participant. 

3. Assess participants’ support needs and arrange for appropriate services. 

4. Teach participants work skills in areas such as problem solving, teamwork, conflict management, 

work habits, etc. 

5. Model the work behaviors participants are taught in interactions with TCR staff as well as external 

stakeholders. 

6. Build and sustain a support network made up of community representatives as relevant to 

supporting individual participant development and success. 

7. Work productively and constructively with other TCR staff members to facilitate participant 

development and the development of TCR as an institution. 

8. Provide participants with regular feedback and positive reinforcement. 

9. Help ensure participants’ readiness and preparedness for skilled jobs. 

10. Collaborate with the Employer Services staff to identify and place participants in internships and 

jobs. 
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Instruction 

1. Provide classroom and one-on-one instruction for one class section per session, which may include 

an evening section.  

2. Work within established curriculum guidelines to prepare and deliver instructional materials, 

resulting in consistent yet personalized training for all participants. 

3. Use a variety of instructional resources and methods to actively engage participants of all learning 

styles and experience levels. This includes making appropriate use of technology. 

4. Effectively administrate classes as per organizational standards and as required by law. This 

includes managing course content, giving timely feedback on participant progress (including formal 

evaluations), keeping accurate records of attendance and other performance measures in both 

physical and digital formats. 

5. Effectively manage the classroom using procedures outlined in the Instructors Handbook and other 

documents. This includes clearly establishing policies and procedures for all sections, consistently 

modeling desired behavior, and holding participants accountable for their actions, all while 

maintaining a high degree of personal accountability. 

 

Management and Supervision 

1. Collaborate with Director of Programs and Operations and/or director team members to develop 

and implement annual strategic plan.  

2. In coordination with the Director of Programs and Operations, ensure appropriate goals and 

measurable objectives are incorporated into program initiatives and that program progress against 

these performance goals is being monitored. 

3. Model and promote collaboration with other departments to ensure quality customer service. 

4. Interview, hire and train staff within the work unit supervised. 

5. Direct and supervise positions to ensure effective implementation and outcomes of business plan 

that supports the strategic plan. 

6. Provide ongoing leadership, careering, training, support, and an atmosphere for open and direct 

communication. 

7. Establish and clearly communicate performance expectations and ensure effective delegation. 

8. Conduct timely performance and salary reviews. 

9. Supervise the development and management of department budgets to support the business plan 

and ensure effective utilization of financial resources. 

10. Oversee the job responsibilities for the Resource Coordinator to build and sustain a support 

network of community-based referrals that meet participant needs and provide solutions to 

foundational issues coaches identify and monitor in participants’ IDPs. 

 

Qualifications 

 

Minimum Education and Experience 

1. Bachelor's degree or equivalent in Human Services, Human Resources, Psychology, Counseling or 

Business.  

2. Two – Four years’ experience in Management and training experience in best practices in workforce 

development or other relevant direct supervision. 

3. The Career Coach Manager must have in-depth experience (not necessarily paid) dealing one-on-

one with adults of color who were working through problems or difficulties.  This could be with any 

adult population of color (excluding friends and family members). 

4. Computer proficiency in relevant data tracking, management, reporting software. 

 

 

Knowledge, Skills and Abilities 

1. Demonstrated track record of successful management of a diverse program services staff in either 

the non-profit or for-profit sector. 

2. Ability to promote TCR’s broader mission and core principles while balancing the interests of 

participants, customer companies, community groups and other stakeholders. 

3. Excellent verbal and written communications skills with the capacity to motivate individuals and 

groups with diverse professional and cultural backgrounds as well as produce effective instructional 

materials and presentations. 
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4. Ability to work independently as well as in work teams on specific tasks within organizational 

policies and procedures. 

5. Highly developed skills in leadership, management, negotiation, advocacy, and creative methods of 

careering, teaching and team development. 

6. Ability to manage priorities to ensure work is completed in a timely and productive manner. 

7. Ability to communicate effectively and persuasively in oral and written communication on an 

interpersonal or group level, including effective listening and relationship building skills. 

8. Ability to work with a positive outlook in a changing environment, quickly adjusting key priorities in 

response to the ever changing dynamics of the organization. 

9. High degree of confidentiality, diplomacy, discretion and tact. 

10. Strong critical thinking skills and the ability to achieve results both individually and working with 

others. 

11. Skilled in budgeting and planning to direct department’s work and contribute to the development 

and management of the organization’s budget. 

 

Working Conditions 

1. Ability to work in an environment which requires the use of PC approximately 30% of the time; 

ability to perform repetitive motion of fingers, hands and wrists. 

2. Willingness to be flexible with work hours to accommodate the needs of the organization. 

3. Ability to travel to various sites for regular meetings and events. 

 

Physical Requirements 

Light lifting or materials and equipment in the typical office environment. 

 

FLSA Classification 

Exempt, Full-time 

 

The above statements are not intended to encompass all functions and qualifications of the position. 

Rather, they are intended to provide a general framework of the requirements of the position. Job 

incumbents may be required to perform other functions not specifically addressed in this position 

description. 
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Position Description  

Sign Off 

 

I acknowledge receipt of a copy of the position description for the position I currently am employed in by 

Twin Cities R!SE dated as specified below.  I have read and understand the contents of this position 

description and agree to perform the duties listed.  I understand that position descriptions are subject to 

change based on the needs of the organization. If at any time I have questions regarding specific 

responsibilities listed in the position description, I will discuss my questions with my supervisor. 

 

Position Title:   Career Coach Manager 

 

Date of Job Description: _________________________________________________________                                                                                                    

 

Staff Name: __________________________________________________________________                                                                                                                                       

 

Staff Signature: ________________________________________________________________                                                                                                                                  

 

Supervisor Name: _____________________________________________________________ 

 

Supervisor Signature:  __________________________________________________________                                                                                                                                    

 

Date:   _____________________     

 

 
 

 
 


