
Position: Employment Specialist  
Status: Full-Time  
Introductory Period: 90 Days  
Benefits for Full-Time: Medical, Vision, Dental, and Life Insurance; Voluntary Benefits, and a 403B 
Retirement plan.  
 
Reporting to: Sr. Director of Supportive Services  
 
Purpose:  
The Employment Specialist is responsible for increasing the employability of LAYN residents through 
implementing group and individualized job development programs including: case planning, curriculum 
instruction, individual coaching, role-modeling, and community activities. As a liaison between Los 
Angeles Youth Network youth and the community, the Employment Specialist provides networks with 
outside vendors and maintains relationships with them in order to identify and support job and 
internship placements and that all individual needs are being met and all services are provided in 
accordance with the Los Angeles Youth Network mission statement, Value Statement, Code of Conduct 
and LAYN Policies and Procedures.  
 
RESPONSIBILITIES AND DUTIES:  
Provide Youth Support, Guidance and Case management: 

 Oversee the day -to -day case management of both working and non-working youth. Encourage 
and motivate youth to work on their job search. 

 Orient, assess, and provides individualized employment counseling for youth. Assess youth job 
readiness, including substance abuse, legal history, and mental and physical health in 
collaboration with the program team. Provide referrals to educational training, and other social 
services 

 Design, implement and facilitate job development groups and one-on-one coaching sessions for 
youth who are seeking employment or working. Implement job development curriculum.  

 Assess residents’ job development skills, attitudes and readiness in order to develop case plan 
goals and guide interventions.  

 Run in-house and community internship program including: youth interviews, matches and 
evaluations.  

 Develop and implement a job readiness plan with youth that includes but is not limited to steps 
to obtaining and keeping a job, resume writing, interviewing skills and appropriate professional 
work attire.  

Foster Strong Youth, Colleague, and Partner Relationships: 

 Network with community members, employment programs, and businesses in order to build 
youth employment and internship opportunities.  

 Monitor employment opportunities on various community resources (e.g. community 
employment web sites, local employers' HR announcements, WorkSource Centers, City and 
Union websites, etc.) 

 



 Schedules daily prospecting/cold calls and face-to-face meetings with employers. 

 Create and lead an annual career fair.  

 Create and facilitate job development related events and outings for the youth.  

 Assist youth in securing and maintaining employment and provide youth with weekly job 
referrals.  

 Serve as a resource for all youth in the Los Angeles Youth Network who are seeking employment 
opportunities  

Monitor Youth Progress and Program Outcomes: 

 Direct the evaluation process and stipend disbursements to youth participating in internships.  

 Identify important employment-related data and collect it through monthly statistical reports.  

 Collects, analyzes and develops occupational statistical data  

 Document each service, the outcome and next steps, as well as any observations of youth skills, 
job readiness, and/or growth opportunities into EXYM data base  

General Duties: 

 Utilize the Positive Youth Development Approach and Trauma Informed Care when working with 
youth.  

 Ability to communicate effectively, verbally, and in writing  

 Ability to prepare and deliver job training sessions  

 Maintains highest standard of excellence in all relationships with management, colleagues, 
peers, and auditors  

 Any other assigned responsibilities relative to the ensuring programmatic compliance.  
 
Minimum Qualifications  
 

 Bachelors in a related field required, Masters in Social Work, Public Administration, or other 
Human Resources Field preferred.  

 Minimum of one year experience working in a residential, and/or mental health setting.  

 Superb writing, assessment, planning and analytical skills. Exemplary attention to details  

 Ability to interact with youth, colleagues, partners, and others with diplomacy and tact 

 Must possess professionalism, and leadership  

 Ability to manage multiple priorities and meet deadlines in a timely manner. Demonstrated 
problem solving ability.  

 Experience working as part of a team, while also demonstrating initiative and ability to work 
independently.  

 Satisfactorily fulfill the requirements for employment at the Los Angeles Youth Network, i.e. 
references, physical examination, criminal records clearance, etc.  

 
Certificates/Licenses: Valid CA Driver’s License (must pass insurance underwrites)  
Disclaimer: The preceding job description has been designed to indicate the general nature and level of work 
performed by employees within this job. It is not designed to contain or be interpreted as an exhaustive or 
comprehensive list of all possible job responsibilities, tasks, and qualifications required of employees to this 
job. Los Angeles Youth Network is an Equal Opportunity Employer. 
 


