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Job Description 
 

The position description is a guide to the critical duties and essential functions of the job, not an all-inclusive list 
of responsibilities, qualifications, physical demands and work environment conditions. Position descriptions are 
reviewed and revised to meet the changing needs of the organization at the sole discretion of management. 
 
FUNCTIONAL JOB TITLE:  Community Impact Program Associate  
 
DEPARTMENT:   Community Impact 
 
REPORTS TO:   Director of Community Impact  
 

 
FOR HUMAN RESOURCES ONLY 

 

FLSA EXEMPT:  DATE:  May 2022 
  
  

AUTHORIZED BY: 
 
 
 

Email resume to:  jdiaz@unitedwayli.org 
 
Position Objective: 
 
The Community Impact Program Associate will work with the Community Impact team to achieve program 
goals and report outcomes in the area of workforce training and development for programs, including Youth 
Build, Vets Build, Dept. of Labor Workforce Programs, and private grants. The Community Impact Program 
Associate will support additional programs that advance the overall mission of the organization.   
 
Responsibilities:   
 

 Prepare participants for employment and determine their career goals.   
 Work with partner agencies to develop a pipeline of participants for programs    
 Develop, implement and teach soft skills including solid work ethic, time management, positive 

attitude, good communication, problem-solving, and analytical skills.     
 Plan, organize and teach job readiness skills including interviewing, resume preparation, appropriate 

dress clothes, and other skills.     
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 Serve as a liaison between the student and employer and facilitate appropriate worker-to-supervisor 
relationships.    

 Provide consistent follow-up services during the initial 30 days of job placement up two 6 months to 
ensure employment success and job retention.    

 Provide a Career assessment for students during orientation and mid-year to ensure they are prepared 
before going to job interviews. Also, conduct follow-up assessments.    

 Develop and maintain a career portfolio for each participant and alumni of the program.   
 Attend community job fairs throughout Long Island.    
 Keep accurate records. Manage and update CRM and Excel Data.  
 Develop job surveys for employers and participants.    
 Develop and maintain an employment directory for students and graduates.    
 Cultivate existing relationships with employers, workforce development centers in both Nassau and 

Suffolk County, and training programs.    
 Will have additional duties and responsibilities to enhance the program outcomes for the Community 

Impact Dept.  
 
Qualifications:  
 

 Bachelor’s Degree in education, social sciences, business, or related field.  
 Three to five years’ experience in job/career development and placement.  
 Strong interpersonal, communication and writing skills. 
 Experience in planning and conducting training sessions or workshops.  
 Ability to establish a rapport and relate sensitively to a multiracial and multicultural group of people.  
 Excellent public speaking, listening and written communication skills.  
 Organized, capable of handling multiple requests and task, detail oriented, excellent at follow-through 

and ability to meet deadlines.  
 High energy and motivation to help young adults succeed.  
 Willingness to learn and ability to work as part of a team.  
 Friendly, approachable attitude; seeks to nurture relationships with students, staff and community 

members.  
 Strong technology skills including computer hardware, Microsoft Office Suite and SharePoint, Desktop 

Publishing, and Social Networking.  

 Must have a valid NYS driver’s license with a clean driving record and own a vehicle.  

 
This is a full-time regular non-exempt position with benefits. Hours are Monday-Friday 9:00am-5:00pm and 
some evenings and weekend hours may be required for United Way related functions.  
 
Email resume to:  jdiaz@unitedwayli.org 
 
 


