Attachment  F

“WORKFORCE DEVELOPMENT PROFESSIONAL”
WORK PROCESSES AND APPROXIMATE HOURS
A. 
Effectively use computer software and applications -                                       320
B.
Information, referral, career counseling and linking customers
     with employment, training and educational opportunities -                               160
C.
Outreach, recruitment, comprehensive assessment, eligibility
      and job matching of customers -                                                                      160
D.
Customer service, including at-risk customers and those with barriers to employment, including LEP, CalWORKs, homeless emancipating   

     foster youth, older workers, ex-offenders, laid off, etc.                                      160
E.
Case management and recordkeeping, including electronic records -             160 
F.
Facilitate meetings and conduct workshops -                                                   160
G.
Prepare written reports, manuals, handbooks or curriculum -                           320
H.
Make oral presentations -                                                                                  160
I.
Effective communication, collaboration and teamwork -                                    160
J.
Coordinate team projects or workgroups -                                                         320
Total_____________________________________________________ 2080  hours    

