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“SERVING THOSE WHO SERVED”

Program Specialist (Career Pathways)

JOB SUMMARY

The Program Specialist (Career Pathways) provides direct support to Career Pathways participants transitioning
from education to the workforce, and reports directly to the Program Manager. The Career Pathways Program is
designed to provide resident District high school graduates with entry-level opportunities in the District
government. This program will also create new internship opportunities within District agencies focused on various
occupations including health and information technology. This position is located in the Department of Human
Resources, Center for Learning and Development.

DUTIES AND RESPONSIBILITIES

1. Provides interviewing sessions with the program participants in an effort to obtain the necessary background
data; and to explain program expectations and goals. Provides services to participant to include referrals to
appropriate employing agencies, education providers and other sources.

2. Arranges for services and placements, and tracks program participants from recruitment through employment
hiring process. Documents all contacts in each participant’s case record on a timely and thorough basis; and
ensures that all pertinent facts and disposition of the case is incorporated into the file for future reference.

3. Communicates with participants, employers, and employing agencies to discuss problems and answer
questions. Conducts frequent contact with participants to ensure career readiness and training needs are being
met, or makes adjustments accordingly.

4. Monitors and engages the program participant. Engagement of the participant is provided through regular
contact with the participant, education providers, and employer agencies, etc., to gather and monitor program
attendance, and compliance with required program expectations.

5.Prepares reports and narratives, and answers correspondence relative to the assigned program participants.

Provides required reports and tracking information for the participant to the appropriate office. Inputs data into the
agency's participant information system.

QUALIFICATIONS AND EDUCATION

Candidate must possess at least one (1) year of specialized experience equivalent to the CS-10 grade level in the
District of Columbia government service which demonstrates the ability to perform the duties of the position.
Specialized experience is experience that is directly related to the position and has equipped the individual with
the knowledge, skills, and abilities to successfully perform the duties of the position. This specialized experience
includes proficiency in interviewing skills in order to obtain pertinent background data on participants; knowledge of
available resources in social, education and and workforce areas to facilitate; and the ability to handle problems in
accordance with DCHR's policies and procedures; OR an equivalent combination of education, experience and/or
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The incumbent of this position will be subject to enhanced suitability screening pursuant to Chapter 4 of DC Personnel Regulations, Suitability – Security Sensitive.

This appointment not to exceed 13 months and is not covered under collective bargaining.
 
The District of Columbia Government does not discriminate in employment on the basis of race, color, religion, sex (including pregnancy and gender identity), national origin, political affiliation, sexual orientation, marital status, disability, genetic information, age, membership in an employee organization, retaliation, parental status, military service, or other non-merit factor.
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