LUTHERAN FAMILY SERVICES OF COLORADO

Job Description

Job Title: 
Commercial Cleaning CWEP Coordinator and Trainer
Department: 
Refugee & Asylee Programs

Reports To: 
Education and Outreach Administrator

FLSA Status: 
Exempt 

Prepared Date: 
June 2010

SUMMARY 

The Commercial Cleaning Community Work Experience Program (CWEP) Coordinator and Trainer will be responsible for managing and teaching commercial cleaning skills to job-seeking refugees on TANF (Temporary Assistance for Needy Families). This new job training program, designed to help newly-arrived refugees develop skills and work experience to facilitate self-sufficiency, will have multiple start dates throughout the year, and each cycle will run for several months. This position is responsible for preparing participants for finding and keeping jobs in the commercial cleaning/janitorial sector. Participants will have diverse backgrounds, including ranging education history and English language skills.

The ultimate objective the CWEP department is to help TANF refugee participants 1) meet the Federal Work Participation Rate each month and 2) gain work experience and job skills that will facilitate employment and self-sufficiency.

Essential Duties and Responsibilities

1. Train TANF refugee participants for jobs in the commercial cleaning sector in 8-week cycles

2. Teach general American work skills and culture (punctuality, team work, etc.); evaluate participants’ understanding and provide constructive feedback and coaching of behaviors on an ongoing basis

3. Prepare participants to identify and meet OSHA standards in the workplace

4. Instruct participants about commercial cleaning supplies and equipment; industry practices

5. Evaluate and write reports on participants, based on LFS’s customized commercial cleaning curriculum’s competencies
6. Develop and add to curriculum based on industry changes and client needs
Other duties

1.) Maintain regular case notes on participants

2.) Participate in the Colorado Refugee Network CWEP consortium, as needed

3.) Attend other meetings/consortia, as needed

4.) Understand and stay current on TANF program requirements and expectations as well as other relevant programs available to refugees in Colorado in order to maintain comprehensive and holistic understanding of refugee resettlement 

5.) Coordinate services with other key staff to assure comprehensive services for the refugee

6.) Attend and participate in staff meetings and other meetings as requested

7.) Abide by high quality of standards of case management and adheres to service delivery expectations of LFS, Sate of Colorado, Office of Refugee Resettlement and Department of State

8.) Comply with all federal, state and LFS contracts

9.) Participate in community outreach activities that advances the work and message of the Refugee and Asylee program

10.) Ensure that program services are provided in accordance with quality assurance standards of the agency, state, accrediting organizations, and HIPAA

11.) Perform other duties as assigned
Supervisory Responsibilities

Not applicable to this position.
QUALIFICATIONS  

1. A minimum of 4-5 years in commercial cleaning sector; 2-3 years training new staff, including OSHA standards, mixing chemicals, equipment use, etc.

2. Self-directed with strong work ethic 
3. Proven team-builder

4. Cross cultural sensitivity; possess the ability and desire to work with people of other cultures and backgrounds
5. Teaching/training experience desired

6. Ability to set and maintain high expectations for program participants

7. Organized and able to work in a multi-tasked environment

8. Excellent written and oral communication skills

9. Required computer skills: Word, Excel, Internet, Outlook, other applications
10. Knowledge of TANF system helpful 

11. Colorado Bureau of Investigations background check and clean DMV record
12. Must have and maintain a valid driver’s license and provide proof of auto liability insurance at the level of 100,000/300,000/100,000

13. Demonstrates commitment to the mission, values and vision of Lutheran Family Services of Colorado
EDUCATION and/or EXPERIENCE 

Bachelor's degree (B. A.) from four-year college or university; two to four years related experience and/or training; or equivalent combination of education and experience.
To apply: 

Please send resume and cover letter to Lutheran Family Services of Colorado attn: Susan Gershwin by Friday, June 25, 2010. Resumes and cover letters accepted by mail or e-mail only. 

Mailing Address: 

Lutheran Family Services of Colorado

Attn: Susan Gershwin

1600 Downing Street, Suite 600

Denver, CO 80218

E-mail: susan.gershwin@lfsco.org 
