SIA

ASIAN SERVICES IN ACTION

Position Available: Workforce Development Coordinator
(Up to 40 hours per week)

Location: Akron, Ohio

Pay Rate: Based on Qualification

About ASTA

Asian Services In Action (ASIA) is a nonprofit, multi-service agency serving low-income, underserved,
and limited English-speaking Asian American and Pacific Islander (AAPI) immigrant and refugee
communities in Northeast Ohio. Our mission is to empower individuals and families to enhance well-
being, strengthen communities, and achieve self-sufficiency through culturally and linguistically
responsive services.

Position Summary

The Workforce Development Coordinator supports workforce and social service programs within the
Sustainability Services Department, serving individuals and families below 200% of the Federal Poverty
Level. This role advances economic mobility by connecting participants to employment, training, and
supportive services.

Working under the Senior Manager and in coordination with the Chief Program Officer, the Coordinator
assists with program operations, staff coordination, and client services from intake through case closure.

Key Responsibilities
Program & Staff Support
e Assist in overseeing workforce development and social service programs, including vocational
ESOL, job readiness, and employment placement
e Support coordination of caseworkers and program activities
¢ Supervise benefit access and employment training programs

Client Services & Case Management
¢ Conduct outreach and recruit eligible participants, including newcomer individuals and families
e Manage client services from intake through case closure
e Assist clients with eligibility, applications, and service navigation
e Maintain accurate, compliant case files and documentation
e Provide follow-up and support to help participants overcome barriers to employment

Reporting & Compliance
e Support caseworkers in client assessments and documentation
e Ensure compliance with program policies and funder requirements
e Complete and submit weekly program reports



Program Development & Collaboration
e  Assist with program development and continuous improvement
e Refer clients to ASIA programs and community resources
e Build relationships with employers and community partners

Additional Responsibilities
e Provide translation/interpretation as needed
¢ Participate in staff meetings and departmental planning
e Perform other duties as assigned

Qualifications

* Bachelor’s degree in a related field or equivalent experience

* Experience in workforce development, case management, or social services preferred

* Experience working with immigrant, refugee, or underserved communities strongly preferred
» Strong organizational, communication, and problem-solving skills

* Multilingual skills preferred

* Valid Ohio driver’s license required

Core Competencies

» Commitment to economic and racial equity
* Cultural responsiveness

* Collaboration and relationship-building

* Attention to detail and accountability



