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JOB DESCRIPTION 
Workforce Development Coordinator 

Category:  Full-time, non-exempt 
Supervisor:       Manager, Workforce Development 
Date Created:   January 2020

Join a highly creative, collaborative, and multi-faceted team working together to benefit, support, and 
enhance the California Community Colleges—the largest and most diverse system of higher education in the 
nation. Incorporated in 1998, the Foundation for California Community Colleges (Foundation) is the official 
non-profit serving the California Community Colleges’ (CCC) system, Board of Governors, and the 
statewide Chancellor’s Office.  

The Foundation is the trusted partner of the California Community Colleges— facilitating collaboration, 
accelerating innovation, and increasing system wide resources.  

Job Purpose 
The Foundation for California Community Colleges is seeking an individual to join our Workforce 
Development team who has experience, dedication and motivation to support meaningful connections 
between students and employers in California. Our role is to support efforts to bring relevancy and real-
world experience to students in California through growing the quantity and quality of work-based learning, 
internship, and job training experiences. We develop support services for work-based learning that are 
curriculum-aligned and regionally-organized for public education systems and their employer partners. These 
efforts help strengthen connections between high school districts, community colleges, and their regional 
employers.  

We are looking for individuals whose skills and abilities in the following areas will diversify our team and 
enhance our success: 

• Client-centered approach to supporting all partners, including employers, workforce and education
professionals, students, and youth.

• Outstanding written and verbal communication skills, with a proved ability to properly address a
range of audiences, from C-suite professionals to inexperienced youth.

• Highly attentive to details and instructions, and able to execute upon assigned tasks quickly and with
limited assistance.

• Ability to learn and utilize online human resource, file management, event scheduling, customer
relationship management, and social media platforms.

• Ability to effectively coordinate meetings and manage logistics for high-profile events.



 
 

Page 2 of 3 
 

 
 
 
 
 
 

• Capacity to respond to a high volume of internal and external requests for coordination support, 
while maintaining work quality expectations and the highest standards of customer service.  

 
Essential Job Duties 

• Provide program coordination and operational support for Career Catalyst, the Foundation’s 
signature employer-of-record service, including:  

o Orienting new clients to Foundation processes and coordinating onboardings and 
offboardings with program managers and timekeeping supervisors. 

o Collecting, organizing, and transferring new-hire documentation to Human Resource 
Business Partners using the Foundation’s Human Resource Information System (HRIS).  

o Leading virtual and in-person HRIS trainings for new clients, students, and youth. 
o Responding to routine questions and technical support requests from work experience 

program supervisors, students, and youth. 
• Provide additional coordination support for project-specific events, including researching and 

securing venues; managing registration and organizing materials; and facilitating pre-, on-site, and 
post-event logistics.   

• Other duties as assigned.  
 
Level of Supervision 

• Receives direction on Workforce Development team management practices and standards.  
• Receives direction on Career Catalyst operational processes and procedures. 
• Receives direction on departmental and individual goals. 
• Evaluated annually based on the successful achievement of goals. 

 
Knowledge, Skills, and Abilities 

• Outstanding written and verbal communication skills, and ability to build and maintain collaborative 
working relationships with diverse internal and external stakeholders. 

• Exceptional customer service and organizational skills, and an ability to prioritize. 
• Must be a self-starter, quick learner, problem solver, and motivated and able to work on a fast-paced 

team. 
• Ability to exercise good judgment and escalate critical issues and sensitive matters as necessary. 
• Proficiency with Microsoft Word and PowerPoint. 
• Demonstrated experience with database-related software applications, such as Excel. 
• Ability to adapt to quickly-changing circumstances while maintaining goal-orientation. 

 
Education and Experience 

• 2-3 years’ administrative work or program coordination experience required. Experience supporting 
training or education programs desired.  

• Associates degree in business administration, human resources, or related field required. Bachelor’s 
preferred.  
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• Experience with HRIS and web-based business and communications management platforms (e.g. 

Zoom) highly desired.  
• Experience with worksite safety rules and regulations, a plus.  
• Familiarity with work-based learning, a plus.  
• Excellent track record of customer service required. 

 
Working Conditions and Travel 

• Well-lighted, heated and air-conditioned indoor office setting with adequate ventilation. 
• Daytime travel throughout California (less than 20%) 
• Overnight travel throughout California (less than 20%) 
• Valid California Driver’s License, good driving record, automobile insurance and reliable vehicle. 

 
Physical Requirements 

• Ability to work at a computer workstation for periods up to 4 hours at a time and for up to 8 hours 
per day for up to five consecutive days. 

• Ability to speak on the telephone for a total of up to 3 hours per day. 
• Ability to sit for up to 3 hours without breaks at meetings. 
• Ability to perform repetitive movements, such as typing, filing, and the use of commonly used 

office machines and supplies. 
• Ability to lift and move a minimum of 10 pounds. 

 
To Apply 
For immediate consideration, please submit a letter of interest and resume saved as Microsoft Word 
(.doc/.docx) or Adobe Acrobat PDF (.pdf) documents to jobs@foundationccc.org. Please include in 
the subject line: “Coordinator, WFD” The application process will be open until the position is filled. 

The Foundation for California Community Colleges provides equal employment opportunities (EEO) to all employees and 
applicants for employment without regard to race, color, religion, sex, sexual orientation, gender identity, gender expression, 
national origin, age, veteran status, disability or genetics. In addition to federal law requirements, The Foundation for 
California Community Colleges complies with applicable state and local laws governing nondiscrimination in employment.  
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