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POSITION TITLE: Career Pathways Navigator REPORTS TO: Director of the REACH
Center

EMPLOYMENT TYPE: Regular, non-exempt SALARY RANGE: $40,200 to $42,400

SCHEDULE: 40 hours/week, eligible for PRIORITY CONSIDERATION 11/7/2022

hybrid work after 6 months BY:

JOB SUMMARY:

The REACH Center works with nearly 3,000 at-risk youth and young adults ages 12-24 each year to provide them with
educational opportunities, career development, peer mentoring, and other supportive services. REACH has a strong
track record of leveraging institutional partnerships to serve young people, and coordinates programs that annually
place over 500 people in jobs, graduate 50 students on average from GED classes, and provide permanent housing for
up to 300 youth experiencing homelessness. REACH is at the forefront of youth development, career readiness, and the
fight against youth homelessness in the Greater Puget Sound Region. The work of the REACH Center contributes to
positive systems change and has sparked interest in widespread replication of the REACH service delivery model.

The Career Pathways Navigator provides one-on-one career coaching, training on informational interviewing, and
orientations for career opportunities for youth and young adults. This position works with partner organizations to
bridge gaps between career development programs, provide follow-up support to participants who graduate from
programs, and provide data entry and analysis on job placement and retention.

APPLICATION PROCESS:
Email your resume, and three professional references to: jobs@tacomacommunityhouse.org. Please include a cover

letter which addresses the following:

e If you are selected for this role, what would you bring to the role that few other candidates could bring?

KEY RESPONSIBILITIES:

e Provide navigation services to youth and young adults engaged in job searching activities at REACH, including
intake conversations, referrals, and one-on-one check-ins
Provide individual and/or group career coaching to youth and young adults
Enter job placement and retention data into the REACH database(s) and track progress against monthly and
annual goals

e Conduct outreach to employers to organize hiring events and mock interviews, and to maintain up-to-date
knowledge of job opportunities that might be of interest to REACH participants
Assist with and recommend new initiatives to facilitate successful job seeker outcomes

e Work with supervisor to create strategies for the improvement of career pathways program
Participate in community outreach, meetings, conferences, and professional development trainings as needed


mailto:jobs@tacomacommunityhouse.org

® Support event planning and workshop development, and intake procedures for walk-in job seekers
® Serve as onsite point of contact for possible training opportunities
e Other duties as assigned

REQUIREMENTS
Personal -
e Passion for the mission and vision of the REACH Center
e Dedication to maintaining confidentiality and the integrity to determine how it must be applied
e Ability to establish rapport with diverse groups of people across the community from different social, cultural,
economic, and educational backgrounds
e A clear understanding of, and the ability to demonstrate, professional ethics, boundaries and judgment
e Ability to communicate and set firm, clear boundaries with youth
e Demonstrated ability to appropriately intervene and lead in crisis situations
e Professionalism, punctuality, flexibility, and reliability are imperative
e Strong data management, problem-solving, organizational, and analytical skills
e High degree of emotional maturity and cultural competence, particularly as it relates to working with LGBTQIA+
populations, people of color, and at-risk youth and young adults
e Ability to work independently and as part of a team
e Ability to adapt to changing needs, priorities, and timelines
e Ability to organize and prioritize multiple tasks
e Provision of services in an inclusive and non-judgmental manner
e High degree of computer proficiency, including Microsoft and Google suites

Experience & Education —
e One or more years of experience working directly with youth and young adults
e Any combination of education, experience, and measurable performance which demonstrates the capability to
perform the duties of this position.
e Strong demonstrated cultural competency and/or direct experience in working with BIPOC and LGBTQ+ youth
and young adults.

Other —
e Washington Driver’s License and vehicle insurance required by time of hire
Reliable vehicle
Required to carry an agency provided cell phone during all work hours
Ability to work a flexible schedule which may include occasional evenings and/or weekends
Willingness to submit a background check and openly discuss
Must be authorized to work in the United States

PREFERRED QUALIFICATIONS
e Associate’s degree in education, social work, nonprofit management, or related field
e Experience working in employment case management and career development
e CPR/First Aid training
e Training in the following: trauma informed care, LGBTQ cultural competency, racial equity and anti-racist



institutions, domestic violence, commercial and sexual exploitation of children (CSEC), and vicarious trauma.

COMPETENCIES:

1. Accountability: Ability to operate with integrity and manage tasks and relationships in a manner that meets job
requirements and program outcomes. Commitment to maintaining required reporting and tracking systems in
timely, thorough and accurate manner.

2. Collaboration: Ability to participate as an active member of the staff team and develop strong relationships with
partner organizations.

3. Communication: Strong written and oral communication skills, including openness to feedback, and ability to
present information concisely and effectively, both verbally and in writing.

4. Flexibility: Ability to adapt to changing needs, priorities, and timelines. Willingness to accommodate a flexible
schedule and to adjust schedule for evenings and weekends events.

5. Organization: A self-starting and energetic person with the ability to gracefully manage deadlines, priorities, and
multiple projects and work independently. Requires time management skills, systems thinking and
implementation and ability to set priorities.

6. Professional Development: A person who continuously seeks to expand skills and competencies and who holds
a commitment to improving effectiveness by giving and receiving feedback about professional growth areas.

7. Self-care / Trauma Stewardship: A person who operates with a high degree of emotional maturity and
implements practices of self-care while caring for others as to mitigate the impact of secondary trauma.

8. Social-Political Awareness: Holds a strong social, racial, gender, sexual orientation, and economic justice
analysis and framework with demonstrated cultural responsiveness and is committed to recognizing and
working on individual areas of privilege, oppression, and self-care.

PHYSICAL REQUIREMENTS & WORK CONDITIONS
While performing the duties of this job, the employee is regularly required to:
e Traverse throughout the community, often in outdoor settings
e Meet clients in the community at various locations
e Remain in a stationary position for extended periods of time
e Operate a computer and other office equipment, such as copy machine or calculator
e Traverse around the building from one room to another
e Access files and/or supplies in cabinets and/or drawers close to the ground
e Communicate with coworkers and with clients whose primary language may not be English
e Review electronic and physical data for accuracy

While performing the duties of this job, the employee may occasionally be required to:
e Transport boxes up to 20 pounds at a time
e Access files and/or supplies in tall cabinets
e Use metal fasteners in file folders

This position primarily works indoors in an office environment, but may also occasionally work outdoors. Work may be
conducted onsite at the REACH Center and also offsite at other agencies and in the community. Noise levels may vary
depending on the work environment. There may be opportunities for this position to work remotely on occasion and/or
to work a flexible schedule, with supervisor approval and dependent on the needs of the department. Individuals in this



position may be expected to navigate difficult and uncomfortable situations while working with participants who have
suffered trauma.

WHY WORK AT THE REACH CENTER?
Your paycheck is only part of your total compensation package. Employees also have access to a benefits package worth
about 25% of your salary.

Insurance — We offer a comprehensive health care benefits package including medical, dental, and basic life insurance.
Retirement — Tacoma Community House employees may participate in a 403b plan which includes generous support
from the Agency after 1 year of service.

Paid Leave — Leave benefits include 24 days of paid time off in the first year and 11 paid holidays.

We Are a Welcoming Workplace

Inclusion and empowerment are an integral part of who we are — our history, our culture, our identity. These values
lead us in our operations as we strive to build and nurture a workforce that reflects the communities we serve and
connects to each other in our dedication to equity and social justice.

We are an Equal Opportunity Employer

The REACH Center is a partnership project of Tacoma Community House. While all work-related duties will be
performed at and for The REACH Center, this position will be filled by Tacoma Community House, one of the longest-
serving nonprofits in Tacoma. In our relationships with staff, our participants, and our community, Tacoma Community
House does not discriminate on the basis of race, color, sex, religion, creed, age, national origin, marital or military
status, sexual orientation, gender identity, the presence or perception of any sensory, mental, or physical disability,
genetic information, or any other status or characteristic protected by local, state or federal law. Applicants in need of
accommodations are encouraged to call (253) 383-3951.



