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Job Description: Career Services Program Director 
Updated: June 5, 2020 
  
The Career Services Program Director (CSPD) position is assigned to lead the Career Services Program 
Area (CSPA) for Manufacturing Renaissance (MR). The Career Services Program Area includes the 
Manufacturing Connect (MC) and Young Manufacturers Association (YMA) programs; the Instructors 
Apprenticeship for Advanced Manufacturing (IAAM) and other related projects and outreach 
initiatives. The CSPD reports to the Executive Director. This is a leadership and management position 
that is primarily responsible for managing and supervising CSPA operations and staff to ensure MR’s 
obligations to its participants, partners and funders are being fulfilled in as high-quality manner as 
possible and in a way that advances MR’s mission.  The CSPD’s work plan is driven by the Career 
Services Program Management Framework, including the Metrics and Performance Goals which will be 
updated and approved by the Executive Director on an annual basis.  

ESSENTIAL DUTIES AND RESPONSIBILITIES  
 

1. Provide management, supervision and program support as needed to advance Career Service 
Program Area (CSPA) operations and performance goals, responsibilities include: 
 
a. Provide direct supervision to CSPA staff: cultivate strong team cohesion, ensure staff stay on 

task towards achieving program goals including related program operational and 
administrative tasks, organize productive weekly team meetings, and maintain schedule of 
regular check-ins with staff.  

b. Ensure CSPA team are on-track to meet annual program metrics through timely data 
collection and updating database and participant folders that allow for monthly generation 
of performance progress reports.  

c. Ensure CSPA team are operating within allowed program budget and practicing required 
fiscal management policies. 

d. Assist Executive Director in drafting reports and grant proposals supporting CSPA activities. 
e. Provide timely feedback to the Executive Director on program operations, new 

opportunities and challenges as they arise.  
f. Provide leadership in design of program activities and development of CSPA-related training 

curriculum to ensure they are integrated with a trauma-informed approach, social-
emotional supports and development of work-readiness and life skills as appropriate. 

g. Attend regular MR Management Team meetings to update and coordinate CSPA activities 
with MR staff.  

 
2. Provide day-to-day leadership representing and advocating for MR interests relative to 

community and employer partners, collaborators, funders and other stakeholders, 
responsibilities include:  
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a. Play a leadership role in developing productive community, service agency and employer 
relationships.   

b. Work in coordination with MR Management Team on other organizational initiatives, 
participate in community outreach or engagement activities on regular basis to build 
program visibility, community relations and opportunities for partnerships. Possible 
activities include:  attending community meetings and events organized by aldermen, 
community-based organizations and other civic organizations.  

c. Promote MR operating policies and norms among staff and with partners. 
 

POSITION RESULTS - The position is performed successfully when the following results or outcomes 
are achieved: 

1. Demonstrates fluency articulating Manufacturing Renaissance’s mission, vision, and strategic 
initiatives to diverse stakeholders and represents the organization as needed during meetings 
and events. 

2. Is highly informed as to each CSPA staff person’s work plan and progress towards accomplishing 
targets on work plan. 

3. CSPA is accomplishing most if not all program targets.   
4. The CSPD actively reviews data and reports generated from program activity weekly/monthly 

and is actively looking for insights, opportunities to improve and develop targeted strategies 
and interventions.  

5. For targets not being met, the CSPD is proactively troubleshooting and identifying a variety of 
ways that could help solve the problems that are inhibiting program performance.  

6. CSPA program activities are integrated with MR mission and vision concepts. 
7. Reports to the Executive Director in a timely manner. 
8. Demonstrates a management style that is consultative yet decisive.  
9. The CSPD demonstrates ability to cultivate a high level of team morale and cohesion.  
10. The CSPD is intellectually curious and actively seeks opportunities to learn and integrate new 

information.  
 

QUALIFICATIONS 

 Must be able to pass appropriate criminal background check and comply with Illinois Mandated 
Report laws. 

 Able to demonstrate excellent administrative skills: effective time management, effective 
managing participant data and documentation of services, attention to detail, organized, 
sensitivity to deadlines.  

 Able to demonstrate excellent literacy and communications skills – strong reading 
comprehension, writing, interpersonal, public speaking, social media highly preferred.  

 Must have excellent computer/internet literacy skills: proficient in using Microsoft Office 
including Word, Excel, PowerPoint, Sharepoint, OneDrive and other web applications. 
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 Able to demonstrate high level of initiative, professionalism, and ability to work with diverse 
stakeholders (youth, young adults, social service agencies, manufacturers, community 
residents, etc.) in a dynamic environment. 

 Must have a positive, “can-do” attitude and pro-active approach to solving problems, engaging, 
and resolving inevitable tensions that arise in the work to develop partnerships and 
collaborations. 

 Able to work effectively both independently and as part of a team.  
 Ability to adapt quickly to challenges and changing environments. 
 Having a car highly preferred. 

 
EDUCATION AND EXPERIENCE 
 

 Minimum of Bachelor’s degree required, social work or related degree highly preferred.  
 Licensed Clinical Social Worker (LCSW) highly preferred. 
 Minimum of 5 years working as a professional implementing and managing youth programs, 

particularly in low-income African-American/Latinx communities, required.  
 Experience managing and making operational decisions using program data required. 
 Experience with administrating Workforce Innovation and Opportunities Act (WIOA) funded 

programs highly preferred.  
 Familiarity with STEM/manufacturing, career pathways programs highly preferred. 

 
Compensation and Benefits:  
This is a full-time non-exempt position, requiring some flexibility of schedule to work as needed in the 
evenings and on weekends. Salary is commensurate with experience, $62,000-$66,000.  
 
We offer a Competitive Benefits Package that includes Paid Vacation, Sick and Holidays, 401K Profit 
Sharing Plan, Medical, Dental, and Vision, Short-term and Long-term disability and Life Insurance.  

  

Application Instructions: 

Please send resume and cover letter that outlines why you want to work for Manufacturing 
Renaissance and how you are a good fit for this position to VBuenrostro@mfgren.org.   

 
 


