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Job Description 
Functional Title: Specialist, Workforce Development 

(Program Focus: Future of Work and Learning Initiative, Higher Education System Support) 

CALPERS Title: Specialist 

Department: Workforce Development 

Reports To: Manager, Workforce Development, Future of Work and Learning Initiative 

 

FLSA Status: Exempt   Primary Work Location: Sacramento  

Last Updated: 08/11/2020  Flex Work Option: Remote 

Position Summary 
The Foundation’s Workforce Development Department (WDD) oversees Career Catalyst and 
Fresh Success and supports the creation of apprenticeship opportunities through involvement 
with the California Apprenticeship Initiative (CAI). WDD has recently expanded to include 
additional support for the California Adult Education Program, New World of Work 
Curriculum and Digital Badges, and the Future of Work and Learning Initiative (FWLI) 
Program. 

This position will support projects under the Foundation’s new program, Future of Work and 
Learning Initiative (FWLI), which aims to support ongoing efforts of the California 
Community Colleges to adopt more adaptable education approaches that strengthen 
connections between learning and work, increasing colleges’ capacity to more rapidly 
respond to the evolving needs of students and employer partners while helping close racial, 
economic, and social equity gaps.   

The Specialist, FWLI, will assist with implementation of a new Future of Work Capacity 
Building project, which is focused on  convening system leaders to advise on the work, 
researching responsive education and employer engagement approaches, and recruiting and 
organizing a group of colleges to pilot promising approaches identified. This work will include 
supporting project deliverables preparation, convening planning and facilitation, partner 
coordination, and general project administration. Under the direction of the Future of Work 
Manager, the Specialist will also collaborate with staff supporting other FWLI projects on 
aligned or shared deliverables.     

Essential Job Duties and Responsibilities 
• Assists with the preparation of project materials and deliverables, such as 

presentations, briefs, toolkits, etc.   
• Builds and cultivates relationships internally and externally where appropriate, act as 

organizational brand ambassador as needed and provide business development 
support and input where there is opportunity. 
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• Provides design, facilitation, and coordination support for small- to large-scale (15-100 
+ attendees) virtual and in-person practitioner convenings, including helping develop 
agendas and related content, preparing presenters, co-facilitating event components, 
sending pre- and post-event communications, and analyzing and summarizing 
participant feedback. 

• Supports project management by ensuring that WDD project management platforms 
and filing systems are populated with accurate and up-to-date information on project 
activities and deliverables. 

• Collects and organizes data to support project reporting requirements and quarterly 
reviews of overall WDD performance and impact. 

• Responds directly to routine questions from partners, and coordinates responses to 
other public inquiries. 

• May assist with maintaining social media accounts, preparing marketing materials, 
and developing and delivering presentations at conferences. 

• Provides periodic assistance to other WDD projects and services areas, as needed 
• Actively engages and contributes to team development efforts. 
• Participates in collaborative efforts with WDD and other Foundation staff to achieve 

shared goals and increase the impact of WDD and the Foundation overall. 
• Emulates and participates in a culture of Shared Leadership and promotes 

organizational values. 
• Contribute to internal team effort by completing other projects and tasks as assigned. 

Supervisory Responsibilities 
None. 

Level of Supervision 
Receives assignments from Manager, FWLI and Workforce Development department 
leadership. Provided moderate instruction and a general direction as to professional goals and 
project involvement, as well as achievement of those goals. Evaluation is based on ability to 
perform essential job duties and responsibilities, as well as successful execution of 
tasks/projects. 

Knowledge, Skills, and Abilities 
• Exceptional organizational skills and ability to prioritize multiple projects and partner 

requests.  
• Ability to take instruction and effectively execute assigned tasks with limited 

assistance and according to established deadlines. 
• Ability to collect, analyze, and synthesize complex information, and to package that 

information for consumption by a variety of audiences. 
• Ability to draft content for presentations, reports, and other work products. 
• Ability to effectively present information in various settings. 
• Proven ability to manage by influence and ability to build and maintain credibility. 
• Strong communication skills (written and verbal) and interpersonal skills. 
• Ability to maintain a customer service orientation and demonstrate a sustained 

commitment to external and internal collaboration, teamwork, and problem solving. 
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• Willingness to assist others with completion of tasks outside typical responsibilities 
when work volume exceeds anticipated levels. 

• Ability to receive and apply constructive feedback. 
• Ability to exercise good judgment and escalate critical issues and sensitive matters, as 

necessary.  
• Ability to excel in a fast-paced environment and quickly adapt to changing 

circumstances, while maintaining goal orientation.  
• Ability to work remotely and navigate various technology platforms (Zoom, MS Office 

Suite -Teams, Outlook, Salesforce Lightning and other database programs, Google 
Suite, etc.). 

Education and Experience 
• Relevant BA/BS, equivalent work experience, or a combination of both. 
• Minimum of three (3) + years of related work experience with demonstrated success 

required. 
• Experience with capacity building within workforce development, apprenticeship/ 

pre-apprenticeship, higher education, adult education, or relevant field a plus. 
• Fundamental knowledge of traditional or non-traditional higher education system 

models required. 
• Excellent track record of customer service and professional communication required. 
• Demonstrated proficiency with basic MS Office applications, including Outlook, Word, 

PowerPoint, and Excel required. 
• Experience with or ability to quickly learn new applications (e.g. Google Suite, 

SharePoint, Facebook Workplace, Salesforce, Survey Monkey, Asana, etc.) required. 
• Intermediate to advanced proficiency with web-based communications and video 

conferencing platforms (e.g. Zoom) highly desired.  
• Any experience in an education or non-profit environment a plus. 
• Familiarity with the community college system and/or employer engagement from the 

higher education or business perspective highly desired.  

Working Conditions and Travel 
• This is a full-time position, 40 hours per week, with additional hours as needed to 

address the needs of the organization.  
• Moderate overnight travel (up to 40%) by land and air. 
• Well-lighted, heated, and air-conditioned indoor office setting with adequate 

ventilation.  
• Must be able to work fully remote successfully.  

Physical Requirements 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions/physical requirements of the job. 

• Ability to constantly work at a computer workstation for up to five consecutive days 
• Ability to frequently communicate with internal office staff and external third parties 
• Ability to frequently move and/or remain in a stationary position without breaks at 

meetings and program site visits 
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• Ability to perform repetitive movements (e.g. typing and filing) and operate and use 
common office equipment (e.g. copy machine, printer, telephone) and supplies 

• Ability to operate personal vehicle for Foundation business and possess current valid 
California driver’s license and insurance, or utilize an alternative mode of automobile 
transportation (e.g. ride share) to carry out Foundation business 

• Ability to move or transport office items (e.g. work supplies, laptop, files) up to a 
maximum of 20 pounds 

Equal Employment Opportunity 
The Foundation for California Community Colleges is committed to providing an environment 
of mutual respect where equal employment opportunities (EEO) are available to all employees 
and applicants without regard to race, color, ancestry, national origin, genetic characteristics, 
sex, gender identity, gender expression, sexual orientation, marital/parental status, political 
affiliation, religion, age, disability, pregnancy, childbirth, breastfeeding or veteran status. In 
addition to federal law requirements, The Foundation for California Community Colleges 
complies with applicable state and local laws governing non-discrimination in employment. 

 

Employee Signature 
Employee Signature below constitutes employee’s understanding of the requirements, 
essential functions, and duties of the position, which may be subject to change at any time 
during the course of employment. 

 

 

_____________________________________         ____________________________________ 

Employee’s Printed Name   Date 

 

 

_____________________________________ 

Employee’s Signature 
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