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COLLEGE BOUND ST. LOUIS

WORKFORCE READINESS VISTA
AMERICORPS JOB DESCRIPTION
Job Title:
Workforce Readiness VISTA
Reports to:
Programs Manager
College Bound St. Louis is an award-winning college preparation and persistence program. The mission of College Bound is to provide promising high school students from under-resourced backgrounds with the academic enrichment, social supports and life skills needed to apply, matriculate and succeed in four-year colleges.  Since our founding in 2006, we have succeeded in helping 100 percent of our graduating seniors earn admission to a four-year college!  We deliver our services with a full-time Leadership Team staff of nine, as well as a team of twenty AmeriCorps and VISTA Members.  To learn more, please visit: www.collegeboundstl.org
Job Summary

The Workforce Readiness VISTA will develop curriculum and integrate it into all seven years of the College Bound experience. Responsibilities include researching work-readiness skills and assessment guidelines established by ACT, developing skill building techniques, identifying business-related volunteer opportunities, broadening internships for all collegians, creating interview workshops and collaborating with the Culture Character Capacity VISTA for alumni, career panels, job shadowing and business tours. The Workforce Readiness VISTA will also focus on financial planning for when a student is out of college: budgeting for loan repayment, personal expense planning, how to invest, and retirement and savings strategies.
Job Responsibilities May Include
Develop and implement workforce readiness programming for high school students:
· Research and identify what skills employers are looking for in new employees

· Develop curriculum that build the skills employers want

· Oversee and plan events where students can develop workforce readiness skills

· Market each event and recruit student participants
· Document attendance as well as student satisfaction and learning after each event

· Serve as a professional contact between College Bound and community organizations

· Document (with critique) all events and share results with Programs Manager
Develop and implement workforce readiness programming for college students:
· Research and identify what skills employers are looking for in new employees

· Develop curriculum that builds the skills employers want

· Oversee and plan events where students can develop workforce readiness skills

· Market each event and recruit student participants

· Document attendance as well as student satisfaction and learning after each event

· Serve as a professional contact between College Bound and community organizations

· Document (with critique) all events and share results with Programs Manager
· Create and track internship partnerships where students are attending school 

· Create guide for collegians to use to obtain internship

· Review and edit resumes 

· Role play interview sessions
Develop personal financial planning curriculum for College Bound high school and college students:
· Identify potential barriers to successful personal financial planning

· Identify skills needed to correctly plan and manage personal finances

· Develop workshops to help students learn to budget for loan repayment, personal expense planning, how to invest, and retirement and savings strategies

· Coordinate recruitment and marketing materials for all workshops

· Evaluate, documents and revise workshops

· Train staff to facilitate workshop 

· Track attendance, forms completed, and other data required for reporting
Build positive, significant relationships with students:
· Communicate with students regularly

· Seek out and create relationship-building experiences

· Look for “teachable moments” and act on them

Additional Responsibilities:
· Attend weekly staff and program meetings
· Assist other AmeriCorps members when they need help with their projects
Skills and Qualification
· Bachelor’s degree

· Excellent written and verbal communication skills

· Strong interpersonal, organizational skills
· Commitment to excellence

· Experience creating community partnerships

· High energy, and  enthusiastic with a strong belief that young people can succeed

· Driver’s license and automobile required to transport 2 or more students per week
· Preferred experience working with teenagers

· Must be committed to serve 40-50 hours a week

How to Apply
Interested candidates should visit College Bound’s website: http://www.collegeboundstl.org/AmeriCorpsPositions_60.aspx for more application details. Candidates will be asked to submit a cover letter, resume, College Bound application and copy of college transcript to: volunteer@collegeboundstl.org.  Subject line:  Workforce Readiness VISTA.  Mailed correspondence may be sent to:  College Bound, 110 North Jefferson, St. Louis, Missouri 63103.  Please mark the envelope:  Attention: Katie
