


LAKE CUMBERLAND ADD 
POSITION DESCRIPTION 

Class Title: Career Manager 

Department: Workforce Development 

Supervisor: WIOA Program Director 

Supervises: None 

Class Characteristics: Under general direction, duties include recruitment, intake, 
certification, referral, placement and case management of potential participants; makes 
referrals to appropriate training; provides counseling needs that are provided to 
participants in an appropriate and coordinated manner; works with potential participants 
and established participants, Assessment Centers, and Job Development Specialists; 
provides assistance to employers affected by layoffs or closures due to overseas trade; 
performs other duties as required. 

General Duties and Responsibilities: 

Essential: 

1. Ensures the availability of program information to the general public;
explains WIOA requirements to inquiring individuals; assists jobseekers searching for 
employment; provides staffing for job fairs. 

2. Provides intake and assessment assistance; determines eligibility of
potential participants; completes initial registration; assesses potential participants for 
interest and aptitude of training programs; determines support needs; counsels and 
assists with paperwork as needed; provides labor market information and/or job 
placement assistance to customers; makes necessary referrals to external partners. 

3. Provides ongoing support and guidance through scheduled appointments,
develop and update ITA's for participant update and maintain supportive services. 
including counseling, refer to training, determination of support needs, calculating 
support needs, determining barriers of each participant. 

4. Contacts employers that are closing or having a reduction in force to offer
Rapid Response services, determine needs of employer, number of meetings to be 
scheduled; time and place of meeting(s); coordinate with other agencies and other 
Rapid Response Team Members; compiles and submits reports to State Rapid 
Response Coordinator; maintains Local Rapid Response employer files. 

5. Maintains records management of all paperwork related to programs and
each participant. 

6. Maintains contact with contractors and all public service agencies.
7. Enters/updates data for job seekers and clients in statewide database;

manages client records for statewide monitoring. 
8. Provide monthly obligations to Director which is developed from each

customer's IT A; support needs; collect and process monthly support time sheets; 
process and submit for payment. Responsible for completing vouchers for training 
providers; must constantly update these amounts based on participant needs. 
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