CARING SOLUTIONS JOB DESCRIPTION
JOB TITLE: EMPLOYMENT AMBASSADOR


SUPERVISOR: DEVELOPMENT DIRECTOR with liaison to HR DIRECTOR
 

EFFECTIVE DATE:    REVISED:     LEGAL REVIEW:  N/A



Send resumes to Human Resources Director, Dorothy Buss: dbuss@caringsolutions.org 

Contact Madi Hawn if you have questions about the position: mhawn@caringsolutions.org or 314-629-3319 

SUMMARY:  
The Employment Ambassadors’ function is designed to build and strengthen the paid and volunteer workforce at Caring Solutions by developing relationships with entities connected to populations of many diverse backgrounds. The purpose is to further expand Caring Solutions commitment to a diverse workforce on all levels of the organization in support of our Values, Mission and Vision and to positively impact the staffing crisis.
The Employment Ambassador must possess a broad spectrum of interpersonal and communication skills that allow for effective communication with a wide variety of individuals of differing cultures and ethnic backgrounds. The Employment Ambassador must have a proven track record of working effectively with, honor, and respect people of diverse cultural and ethnic backgrounds.  
The Employment Ambassador works closely with Caring Solutions recruiters and other Human Resources personnel to have thorough knowledge of agency needs. The Employment Ambassador must possess or obtain thorough knowledge about the support needs of people with developmental disabilities and must become familiar with requirements of all open positions at Caring Solutions as well as the Service Specialist Registered Apprenticeship Program. 

The Employment Ambassador represents the organization, its values and mission on a broad spectrum in the community with many stakeholders which may also affect Caring Solutions development program and therefore requires a close working relationship with the Development Director. 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other duties may be assigned.
Community Outreach: 
1. Research a variety of resources related to diverse cultural and ethnic activities in the Greater St. Louis area.

2. Identify viable leads to community leaders of ethnic groups and identify opportunities for new partnerships.
3. Actively join and engage in a variety of activities which further and strengthen Caring Solutions presence with ethnic groups interested in partnerships.

4. Communicate Caring Solutions’ employment and volunteer opportunities with new partners and ensure all necessary information is available for potential employees and volunteers to make connections. 

5. Identify any barriers to employment or volunteerism with Caring Solutions. (This may include education, language, transportation, customs etc.)

6. Identify and develop resources and solutions to overcome these barriers to assist interested applicants with a successful transition.
Internal Connections:

7. On a weekly basis obtain information from the Human Resources and Development Team teams regarding any employment and/or volunteer needs of the organization. 

8. Communicate immediately with recruiters and other key staff any new promising leads to ensure a positive experience for the candidate. 

9. Work closely with recruiters and the training department to improve staff intake and training methods that facilitate the process for new employees of diverse backgrounds.  

10. Works closely with recruiters and the development team to identify, develop or revise any Caring Solutions promotional and marketing materials. 

Accountability:

11. Keep daily logs of all activities and submit weekly reports to the Human Resources Director and the Development Director.

12. Develop and maintain a tracking document of any candidates referred to Caring Solutions for employment or volunteer work and track their success over a 2-year period of time. 

13. Identify and communicate failures of this program and make recommendations to remedy issues of concern and strengthen the program.  

QUALIFICATION REQUIREMENTS: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education/Experience/Training:
High School Diploma or Equivalent. 
International studies and/or studies of other cultures and personal or work experience with various ethnic groups/cultures. 
Knowledge of services to people with developmental disabilities is a plus. 
Fluency in a language other than English (in addition to English) desired. 

Computer Skills:

· Proficient in Microsoft programs: Word, Excel, Outlook
Communication Skills:

· Ability to effectively present information in one-to-one and small or large group situations to people of diverse backgrounds and language skills. 
· Ability to effectively present information in verbal and written form.
· Ability to read and interpret complex written materials.
· Ability to effectively listen and problem solve.
Mathematical Skills:

· Ability to calculate formulas.
· Ability to prepare simple budgets.
· Ability to prepare and analyze financial reports.
Other Requirements:

· Must grant permission to have education and employment history verified. 

· Must have a valid driver’s license and proof of automobile insurance within 30 days of employment.  Must maintain a clean driving record and appropriate insurance.   Must grant permission to verify driving record, license and insurance at the time of employment and as needed.

· Must grant permission to have Caring Solutions check police and highway patrol records for offenses prior to employment and as needed.  Must inform Caring Solutions of any violations at the time they occur.

· Must participate in drug screening prior to employment and anytime thereafter when deemed appropriate and necessary.
· Must grant permission to Caring Solutions to complete abuse/neglect background checks with Department of Mental Health, Division of Senior Services and Division of Family Services.

· Must complete mandatory training within assigned timelines and must maintain certification. 

Physical Abilities:

· Must be able to drive a vehicle for all work-related activities.
· Must be able to lift up to 20 pounds.

· May have additional physical requirements as dictated by customer need.
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