
Job Description 
Franklin Hampshire Employment & Training Consortium 

 
 
Position Title:     Youth Programs Assistant 
Status:      Non-exempt, Union Represented/UFCW 1459 
Grade:      Grade 5, Full-Time 
Location:      This position is stationed in Greenfield  
Supervisor:      Youth Programs Manager 
Date:   March 2023 
 

Position Summary:  

Position provides programmatic and administrative support to the Youth Programs Department. 

Essential Functions/Responsibilities: 

1. Assist the Youth Programs Manager and work cooperatively with the Youth Services Team to 
support FHETC programs and initiatives, including existing and new activities in program areas 
required by the changing employment, educational, and related needs of young job seekers and 
employers in the Franklin, Hampshire, North Quabbin region. 

2. Maintain accurate, confidential customer records.  Update and track services and customer 
milestones in MOSES and the YouthWorks Database on a regular basis.   

3. Process program enrollment/ completion including electronic or paper file and MOSES records; 
submit Exited customer files for file review according to FHCC SOP’s and State policies. 

4. Understand required and elective program components and how they apply to new and returning 
youth. Knowledgeable about resources available to vulnerable youth.  

5. Transfer data from paper or electronic format into database system and file documentation 
electronically after data entry. 

6. Retrieve data from the database or electronic files as requested. 
7. Work together with Career Center staff and program partners to ensure accurate collection and 

entry of data. 
8. Interact and maintain good relationships with Career Center staff and management, partner and 

community agencies, the business community, and the public. 
9. Maintain files for meetings and contracts, including agendas, notes, signatories, attachments. 
10. Maintain Youth Program Policies and Procedures. 
11. Assist in dissemination and follow-up on press releases and other marketing materials for Youth 

Programs. 
12. Assist with Youth Programs webpages on the Career Center website and social media platforms, 

to ensure information is up-to-date.  
13. Perform other duties as assigned to support customer service and ensure the smooth daily 

operation of the Career Center. 
14. Carry out other tasks as assigned by the Youth Programs Manager. 
 

Recommended Minimum Qualifications:  

1. Very strong organizational and administrative support skills, with attention to detail and 
ability to meet deadlines.   

2. Excellent verbal and written communication skills.  Bi-lingual capacity, esp. Spanish, a 
plus.  



3. Ability to understand, interpret and implement complex policies, regulations and 
guidelines. 

4. Regularly convey information verbally and in writing to colleagues and to the public.  
5. Demonstrated computer skills with ability to use Microsoft Office Suite including Word, 

Excel, Outlook.  
6. Experience using data bases preferably MOSES or the YouthWorks database preferable.   
7. Ability to design presentations, flyers, brochures, and related meeting and marketing 

materials using standard computer programs as needed.   
8. Self-motivated with the ability to work independently, but also to function well as a 

member of a team.  
9. Background/experience in working with public workforce development/employment 

service programs preferred. Knowledge and understanding of WIOA Laws, regulations, 
documentation, and monitoring requirements a plus.   

 

Job Environment and Physical Requirements:  The work environment and physical requirements 

described here are representative of those that must be met by an employee to successfully 

perform the essential functions of this position.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions.  

 

1. Has access to a variety of confidential organizational, financial, employee, and customer 
information.  Errors in judgment could severely jeopardize operations or have direct 
financial or legal repercussions.   

2. Work is performed generally in a typical office environment which includes community 
spaces and varying noise levels.   

3. Frequently requires work at a desk, sitting for long periods of time.  
4. Must occasionally lift or move objects such as supplies, folders, books, and manuals.  

Room setup requires movement of chairs, tables, and laptop computers.  Multiple office 
locations require lifting and transporting files between offices which may weigh between 
10-20 lbs.  

5. Manual dexterity to operate a telephone, keyboard, and calculator at efficient speed and 
to view computer screens, spreadsheets, power points presentations, and documents for 
extended periods of time. Specific vision abilities include ability to adjust focus, near and 
far clarity of vision, 3-dimension depth perception, ability to judge space relationships, 
ability to maneuver through complex database systems/documents and to explain what 
is shown to customers, ability to maneuver through on-screen and to engage with staff 
and customers about that content.        

6. This position is stationed on a regular basis at the Greenfield office. 
 

 
 

 


