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WORKSOURCE EAST CENTRAL GEORGIA 
 

Position Title:   Career Coach 

Location:    674 Washington Road, Thomson, GA 30824  

Duration:    Full Time 
 

JOB SUMMARY:  Recruit participants for program and provide case management services, which 

include but not limited to career counseling, job search and placement assistance, training, and 

follow-up services to Workforce Innovation Opportunity Act (WIOA). 
 

KNOWLEDGE, SKILLS AND ABILITIES: 

➢ Complete WIOA applications for adults and dislocated workers.  

➢ Perform intake and screening duties related to the WIOA program to ensure clients 

meet WIOA eligibility requirements.  

➢ Enter client data in WIOA data tracking system; completes WIOA follow-up and exit 

processes within the virtual system. 

➢ Assesses clients' skills, education, and personal background to determine appropriate 

services and training programs. 

➢ Strategies for effectively developing working relationships with Veterans, in particularly 

those with significant barriers to employment. 

➢ Present WIOA information to partner providers, schools, and the general public. 

➢ Refer clients to appropriate organizations for non-WIOA services. 

➢ Works with various state agencies to coordinate appropriate workforce development 

service delivery plans. 

➢ Ability to provide positive, outstanding customer service. 

➢ Ability to maintain confidentiality. 

➢ Ability to interact positively with a variety of personalities and socio-economic 

populations. 

➢ Problem solving skills, organizational skills, time management skills, and excellent oral 

and written communications skills are essential. 

➢ Proficiency in a variety of computer software applications.  
 

SCOPE AND EFFECT:  

The purpose of this position is to help individuals get job training and find job placement. Successful 

performance helps ensure that all clients receive the professional service that the program offers and 

enhances their chances of gainful employment. 

REQUIRED QUALIFICATION: 

Bachelor or Associate degree in a related field, one year instructing and/or counseling, or 4 years of 

successful experience in instructing and/or counseling students.  A copy of the credential will be 

required. 

 

Please submit a copy of your resume to: HR@ecgwdc.org 

JOB ANNOUNCEMENT 
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