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Mass Hire South Shore Career Center Director
The Mass Hire South Shore Career Center (MHSSCC) is part of the state-wide Mass Hire Career Center network established throughout the Commonwealth of Massachusetts. For more information please visit https://www.mass.gov/masshire-career-centers
These centers provide an integrated array of high-quality services so that workers, job seekers, and businesses can conveniently find the help they need under one roof in easy to reach locations. Mass Hire Career Centers are designed to help businesses find qualified workers and help job seekers obtain employment and training services to enhance their careers. The MHSSCC operates a comprehensive career center in the City of Quincy, as well as an access point in the Town of Plymouth to provide these services to the people and businesses within the twenty-two community South Shore Workforce Area.
The City of Quincy d/b/a South Coastal Career Development Administration is the One -Stop Operator for the South Shore Workforce Area. We currently have an opening for a Career Center Director to join our team in Quincy/Plymouth.
Primary responsibilities will include:

The Career Center Director is responsible for providing strong leadership and direction in the administration, planning, operations and budgeting for the career centers.  The Career Center Director is directly responsible for managing and supervising a team of MHSSCC career center staff.  The Director will perform advanced managerial and profession work planning, organizing and direction of federal and state employment training programs which are delivered by staff throughout the MHSSCC region.  The Career Center Director strengthens the Career Center system through continuous improvement processes, and innovative business practices that maximize resources, foster partnerships, and engage employers to ensure a skilled, motivated, and adaptable workforce capable of meeting the emerging labor market needs, now and in the future. The Career Center Director works in compliance with the Workforce Innovation and Opportunity Act of 2015 regulations, MHSSCC Standard Operating Procedures and City of Quincy Employee Handbook.  
Essential Functions:
· Lead the career services operation to ensure efficient, timely, and effective programs and services to its users.
· Work with the MHSSCC management team, Workforce Board, Workforce Partners and related agencies to collaboratively plan and implement service delivery strategies which lead to successful outcomes for customers and attainment of goals.
· Develop short- and long-term operating plans including budgets, programs and services, personnel, technology/other equipment, and space.

· Establish workforce program goals and standard operating procedures, which are in compliance with WIOA and other Federal and State workforce programs.
· Provides guidance and leadership to staff, including the overseeing and planning of staff training/development on a continuous basis including the cross training of staff in multiple disciplines that promotes integrated services.
· Conducts staff evaluation (includes merit consideration), professional development, and related personnel matters.
· Direct all aspects of eligibility determination and certification.  Assures collection of necessary documentation and completion of required forms to satisfy state and federal policies and regulations.
· Oversee all applicable Federal and State regulations and requirements.  Acquire and interpret all information on changes and additions to regulations and requirements.
· Provide response and/or resolution to client center issues arising in any phase of service delivery to clients and/or contractors.
· Support the development and maintenance of quality standards to ensure an environment of continuous improvement.
· Oversee the physical aesthetics of the facility creating a pleasant and professional environment.
· Coordinate evolving customer flow processes and resolve operational issues as they arise.
· Network within the business and civic community regarding center services.
· Work with the Fiscal Officer and Workforce Board to develop the annual Integrated Budget for Career Center Operations.  Manage budget expenditures to remain in fiscal compliance.  Assure that resources are linked with the necessary functions or programs and are in a state of compliant spending.
· Represent the MHSSCC at local, regional and state meetings, programs and events throughout the year.

Competencies:
Business Acumen
Change Agent
Collaboration Skills
Communication Proficiency
Decision Making

Ethical Conduct
Leadership
Results Driven
Technical capacity

Reports to:
Executive Director City of Quincy Workforce Development Department
Supervisory Responsibility
Direct and supervise all City of Quincy Career Center Staff and provide functional supervision over all Career Center Partners staff.
Work Environment:
This position operates in a professional office environment. This role routinely uses standard office equipment such as computers, phones, photocopiers, filing cabinets and fax machines. 
Position Type/Expected Hours of Work
This is a full-time position.  Days and hours of work are Monday through Friday, 8:30 a.m. – 4:30 p.m.  (Flextime -Depending upon the demands of the career center)
Travel
Limited travel (25%) is expected for this position.
Required Education and Experience
BS, advanced degree (MPA or MBA) preferred with 10 years previous experience in a Workforce Employment/Training Program.  Demonstrated ability to supervise professional, technical and administrative subordinate employees.  Knowledge of the principles, practices, methods and techniques relating to the operation and administration of Workforce Development programs with specific knowledge and understanding of Federal and State funded programs and initiatives and their respective implementing regulations and guidelines.
Other Duties:
Duties, responsibilities and activities may change at any time with or without notice.


This job description in no way states or implies that these are the only duties to be performed by the employee(s) incumbent in this position. Employees will be required to follow any other job-related instructions and to perform any other job-related duties requested by any person authorized to give instructions or assignments. All duties and responsibilities are essential functions and requirements and are subject to possible modification to reasonably accommodate individuals with disabilities. To perform this job successfully, the incumbents will possess the skills, aptitudes, and abilities to perform each duty proficiently. 




To Apply:

Send resume and cover letter to:	City of Quincy d/b/a South Coastal Career Development Administration
	15 Cottage Avenue, Suite 302
	Quincy, MA 02169
	Attn: Ron Iacobucci, Director

Email resume and cover letter to:	riacobucci@masshiresouthshorewb.com

Deadline for applications: 4:30 pm on Wednesday September 18, 2019	
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