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MassHire South Shore Manager of Youth Services Position
Organization:
The MassHire South Shore Workforce Board (MHSSWB) is part of the state-wide MassHire Workforce network established throughout the Commonwealth of Massachusetts under the Executive Office of Labor and Workforce Development. 
The MHSSWB is tasked with ensuring the alignment of strategic, market driven workforce goals and initiatives through the collaboration of local businesses, educational institutions and community partners.  The MHSSWB works in collaboration with the MassHire South Shore Career Center (MHSSCC) to support the workforce needs of businesses and jobseekers.  The MHSSCC facilities 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. 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. For more information please visit www.masshiresouthshorewb.com and www.masshiresouthshorecc.com.
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 Manager of Youth Services to join the MHSSWB team. The Manager of Youth Services will work in compliance with all organization Standard Operating Procedures and City of Quincy Employee Handbook.


Summary:
The Manager of Youth Services is responsible for the overall coordination of new and existing youth initiatives by the MHSSWB and MHSSCC Youth Team in the 22-community South Shore Service Delivery Area for the purpose of creating, enhancing and implementing an innovative youth strategy that prepares youth and young adults (age 14-24) for success in the labor force. Specifically, the Manager of Youth Services shall provide leadership in the areas of: (1) youth policy, planning and strategy; (2) programs and data management; (3) program coordination and oversight; (4) communications, advocacy and outreach; and (5) resource development. 
Essential Functions:
In the Areas of Policy, Planning and Strategy 
· Convene the Youth Advisory Committee and ensure  the planning, organizing and managing of all related functions and activities
· Serve as regional lead in the implementation of youth workforce development programs, services and strategies established by the Commonwealth of MA. 
· Serve as subject matter contact on laws, regulations, policies (federal and state), directives and issuances related to youth, and provide this information with guidance and interpretation to the Executive Director, Youth Advisory Committee, MHSSWB, local officials and community partners 
· Collaborate with the MHSSCC to develop effective youth strategies and oversee implementation of those strategies
· Participate in and present at forums on youth issues 
· Research and analyze data; issue reports on topics and trends to assist with board strategy and youth program design 
· Actively participate in strategic and operational planning 
· Compose the youth portion of the MHSSWB Annual Plan and the Strategic Plan 
· Work with the Executive Director, business leaders, local officials, school districts and regional partners to regularly assess local needs and recommend policies and initiatives 
· This position is part of an overall workforce team for the region and thus may be required to assist in the design and implementation of programs/events or initiatives undertaken by the overall MHSSWB organization

In the Areas of Program and Data Management and Oversight 
· Execute all aspects of competitive Request for Proposal (RFP) process for WIOA youth programs 
· Plan, coordinate and oversee the implementation of all youth programs, including Title I WIOA, YouthWorks, Connecting Activities, etc. 
· Supply vendor management: negotiate, award and monitor youth contracts 
· Serve as MHSSWB designee to federal, state and other funders for compliance and/or reporting issues 
· Collaborate with the MHSSWB’s Fiscal Officer on contract execution and disbursement/utilization of approved youth-related funds 
· Adopt a systematic approach to ensure that all staff consistently employ positive youth development practices

In the Areas of Communications, Advocacy and Outreach 
· Develop and implement a marketing plan for youth services
· Represent the MHSSWB at local, regional and state forums 
· Convene, coordinate and collaborate with stakeholders to advance the MHSSWB’s youth priorities and foster effective partnerships 
· Develop a network of area youth providers to build trust, assess needs and facilitate collaborative projects
· Write and disseminate youth MHSSWB policy information 
· Draft MHSSWB youth-related press releases

In the Areas of Resource Development 
· Collaborate with other staff  to research, prepare and secure federal, state, corporate and private grants related to youth employment, education and/or training 
· Work with state partners (such as EOWLD, DCS, DESE, etc.) and participate in statewide meetings on a consistent basis


Required Education and Experience:
· Bachelor’s degree required. Master’s degree preferred 
· Minimum of five (5) years’ experience in the public workforce system or social services arena with a focus on youth employment issues. Experience with youth service elements as required by the Workforce Innovation and Opportunity Act strongly preferred 
· Minimum of three (3) years’ experience in and knowledge of public policy, non-profit sector, grant-funded environment(s) 
· Minimum of three (3) years in program and data management 
· Minimum of three (3) years’ experience handling complex data: research, analysis and writing 
· Demonstrates experience with successful grant-writing 
· Experience in strategic planning and continuous quality improvement 
· Experience in coalition-building among diverse groups including business, education and community 
· Superior organizational skills including time and project management 
· Superior communication skills, both oral and written 
· Excellent and effective team player 
· Computer proficiency in Microsoft Word, Excel and Database Management 

Desired Qualifications:

· Comprehensive knowledge of the Youth WIOA program 
· Comprehensive knowledge of the YouthWorks program
· Comprehensive knowledge of the Connecting Activities program
· Knowledge of best practices and current trends related to workforce development programming for youth
	
Competencies:
· Effective written, oral, interpersonal and organizational skills 
· Ability to think creatively and utilize problem solving skills
· Capacity to build and maintain partnerships with schools, employers and other organizations
· Possess skills to ensure a safe, inclusive, welcoming and respectful program environment
· Ability to manage program staff and promote professional growth and development
· Ability to advocate on behalf of the program, its participants and staff
· Ability to create and manage systems for effective program operation
· Knowledge of Labor Market tools (Mass CIS, Burning Glass)
· Consistent use of time management strategies
· Proficiency with Microsoft Office Platform (Windows, Word, Excel, Outlook, PowerPoint)
· Proficiency with Web Search Techniques
· Knowledge of Social Media platforms
· Familiarity with MOSES




Reports to:
Executive Director- MassHire South Shore Workforce Board

Supervisory Responsibility
This position will supervise the MassHire Youth Career Counselors, the School to Work Connecting Activities Coordinator, temporary youth staff who might be hired under specific grants (e.g. YouthWorks) and interns

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 mainly Monday through Friday, from 8:30 a.m. - 4:30 p.m., but the position requires flexibility and the ability to occasionally work evenings/weekends to accommodate program needs. The final candidate will be required to agree to a CORI check.

Travel
Significant travel (at least 50%) is expected for this position. This position will include travel to various locations across the South Shore region as well as regional meetings across the Commonwealth, so candidates must have a valid driver’s license and a reliable car 

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: Dean Rizzo, MHSSWB Executive Director

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


Deadline for applications: 4:30 pm on Friday October 4, 2019	
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