C DeKalb County

Classification Specification

EMPLOYMENT & TRAINING ANALYST
Job Code: 92015 Salary Grade: 15 Salary Range: $42,167-$65,359 FLSA: Exempt

Purpose of Classification:

The purpose of this classification is to coordinate, and execute the Workforce Innovation and
Opportunity Act programs and to provide Workforce development services to the business
community, employers and jobseekers.

Essential Functions:

The following duties are normal for this position. The omission of specific statements of the duties does not exclude
them from the classification if the work is similar, related, or a logical assignment for this classification. Other duties
may be required and assigned.

Provides recruitment services and resources to business and community partners; receives
incoming job orders from employers and verifies details with the employer; develops recruitment
strategies to source candidates; creates and posts requisitions in Applicant Tracking System (ATS)
and other job search engines; advertises as needed on other sites and boards; reviews resumes and
pre-screens applicants; invites qualified candidates to interviews and targeted recruitment events;
hosts and facilitates hiring events; follows up with the employers to obtain hiring and retention
data.

Accomplishes WIOA program objectives; plans, coordinates and conducts job fairs, special
projects and program activities; coordinates a variety of networking events, including customized
recruitment fairs and partnerships with local businesses and organizations; attends external
recruitment events; utilizes Taleo database to source candidates; creates and executes marketing
strategies to advertise events to the public and community stakeholders.

Administers First Source Job Ordinance; attends Kick-off or Notice of Award meetings to present
First Source Ordinance and WorkSource DeKalb (WSD) services; creates contractor accounts in
Taleo and hard file copy to be stored; receives incoming job requests from First Source
Contractors; interviews contractors and implements screening and vetting procedures; forwards
vetted candidates to employers; compiles new hire information and facilitates completion of new
hire paperwork.
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Manages various reports for the WIOA program; creates, reviews and updates reports including
On the Job Training New Hire Reports, Taleo, Geo Solutions, and First Source reports; ensures
that performance measures are within WSD, State and Federal guidelines; creates Constant
Contact reports to manage attendees of job fairs and hiring events; periodically review Policies
and Procedures manual to ensure effective and efficient implementation of WIOA objectives.

Performs job coaching and case management for jobseekers; assesses eligible customers to
determine service needs, assists in the development of individual employment plans, makes
necessary referrals to help job-seekers obtain needed services; enters customer interaction data
into CTS and Geo Solutions database.

Minimum Qualifications:

Bachelor’s degree in Human Resource Management, Business Administration or a related field
required, one year of experience in recruiting or any equivalent combination of education, training,
and experience which provides the requisite knowledge, skills, and abilities for this job.

Specific License or Certification Required: Must possess and maintain a valid Georgia driver’s
license.

Performance Aptitudes:

Data Utilization: Requires the ability to evaluate, audit, deduce, and/or assess data using established
criteria. Includes exercising discretion in determining actual or probable consequences and in
referencing such evaluation to identify and select alternatives.

Human Interaction: Requires the ability to work with and apply principles of persuasion and/or
influence over others to coordinate programs or activities of a project, and resolve typical problems
associated with the responsibilities of the job. Requires the ability to provide semi-formal training
to others in specific areas using furnished teaching materials.

Equipment, Machinery, Tools, and Materials Utilization: Requires the ability to operate,
maneuver and/or control the actions of equipment, machinery, tools, and/or materials used in
performing essential functions.

Verbal Aptitude: Requires the ability to utilize a wide variety of reference, descriptive, and/or
advisory data and information.

Mathematical Aptitude: Requires the ability to perform addition, subtraction, multiplication, and
division; the ability to calculate decimals and percentages; the ability to utilize principles of fractions;
and the ability to interpret graphs.

Functional Reasoning: Requires the ability to apply principles of influence systems, such as
motivation, incentive, and leadership, and to exercise independent judgment to apply facts and
principles for developing approaches and techniques to resolve problems.

© Archer Company Page 2 April 2019



EMPLOYMENT & TRAINING ANALYST
Job Code: 92015 Salary Grade: 15 Salary Range: $42,167-$65,359 FLSA: Exempt

Situational Reasoning: Requires the ability to exercise judgment, decisiveness and creativity in
situations involving the evaluation of information against sensory, judgmental, or subjective criteria,
as opposed to that which is clearly measurable or verifiable.

ADA Compliance:

Physical Ability: Tasks require the ability to exert light physical effort in sedentary to light work,
but which may involve some lifting, carrying, pushing and/or pulling of objects and materials of
light weight (5-10 pounds). Tasks may involve extended periods of time at a keyboard or work
station.

Sensory Requirements: Some tasks require mild differentiating in recognizing and identifying
similarities or differences associated with objects, materials and people.

Environmental Factors: Essential functions are regularly performed without exposure to adverse
environmental conditions.

DeKalb County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the County
will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective
and current employees to discuss potential accommodations with the employer.
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