[image: image1.png]M§ WEST
GEORGIA

TECHNICAL COLLEGE





Job Announcement

Position: Career Advisor
Location: Department of Labor 
Division/Department: Workforce Investment Opportunity Act
Reports to: Director of Career Services 
Hours:  40 hours per week 
Nature of Duties: Counsels and advises students/participants in choosing a career path and securing employment upon program completion, administers and interprets aptitude and career interest tests in accordance with procedural guidelines; guides students/participants in identifying potential career choices; ensures job search plan is completed according to program guidelines and is appropriate for participant’s occupational choice; refers students to the appropriate specialized staff for such issues as financial aid assistance, career advisement, admissions processes, business office questions; maintains up-to-date and accurate employer contact file to properly represent available workforce to participants; communicates employer needs to participants; establishes, updates and maintains student/participants files; conducts presentations in a professional manner; participates in community services and activities in accordance with program guidelines and department procedures; serves as student/participant advocate when appropriate; keeps abreast of changing institutional information including admission requirements, new programs, course changes, deadlines, important dates, costs, expanding facilities, updates in college wide initiatives, state and federal mandates; keeps abreast of workforce development laws and regulations and technical college policies and procedures; engages in approved professional development activities; serve as a resource for faculty/staff; other duties as assigned.
Minimum Qualifications:  

· Bachelor’s Degree in a related field and two (2) years of related work experience.  
Competencies:

· Oral and written communication skills
· Decision making and problem solving skills
· Skill in the operation of computers and job related software programs
· Skill in interpersonal relations and in dealing with the public

· Skills in test administration and interpretation

· Organizational skills

· Knowledge of job readiness and job development procedures
Preferred qualifications:

· Experience with Federal, State or Grant funded programs
· Two (2) + years case management experience
· Knowledge of WIOA policies, procedures, regulations and guidelines

· Two (2) + years career counseling experience

· Resume and job search skills experience

Note: Selected candidate must successfully complete a background check to include employment references, criminal history, motor vehicle report, and verification of previous employment prior to hire.  WIOA positions contingent upon Federal funding source.
Salary/Benefits: Mid $30,000’s; State of GA employee benefits 
Method of Application: Interested candidates must apply through the online application system at: www.westgatech.edu
Employment Policy: The Technical College System of Georgia does not discriminate on the basis of race, color, creed, national or ethnic origin, gender, religion, disability, age, political affiliation or belief, disabled veteran, veteran of the Vietnam Era, or citizenship status (except in those special circumstances permitted or mandated by law) in educational programs, activities, admissions or employment. All applicants will be considered; however, only selected applicants may be interviewed.  Approval of employment does not constitute a contract.  Continued employment is contingent upon job performance and funding.
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