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POSITION:   Employment Services Representative PAY GRADE: 6 
DEPARTMENT: Job and Family Services         STATUS:  Classified, FLSA Non-Exempt 

 
PURPOSE OF POSITION 
 
The purpose of this position is to assist individuals to self-sufficiency by means of assistance with employment, training and 
emergency needs. 
 
ESSENTIAL FUNCTIONS 
 
In addition to consistent and reliable attendance, the following duties are normal for this position.  These are not to be 
construed as exclusive or all-inclusive.  Other duties may be required and assigned.  Refer to the Comprehensive 
Position Questionnaire (CPQ) for this position for percentages of time. 
 
Receives and screens referrals for programs including but not limited to work experience and emergency assistance; provides 
information and referral to available programs. 
 
Conducts interviews and assessments; completes referrals and processes applications; reviews applicable program 
requirements to determine eligibility for programs; reviews on-going eligibility. 
 
Conducts training classes covering topics of job search and job retention to individuals receiving public assistance or the 
universal customer; assists in developing resume and interviewing skills.   
 
Prepares correspondence and communication; sends approval and denial letters to applications; answers questions from 
consumers; reviews clients’ current situation to determine best action; coordinates schedules. 
 
Tracks and monitors application outcomes; tracks cases and prepares monthly statistics; tracks attendance at applicable events. 
 
Investigates, researches, compiles and documents complaints and issues. 
 
Maintains contacts to recruit employers for job placements; participates in job fairs; writes and posts local employer job 
openings and hiring events. 
 
Receives State hearing requests; gathers information and prepares for hearings; testifies at State hearings. 
 
Assists supervisor or higher-level administrator with analysis, development and monitoring of employment services. 
 
Creates and maintains program reports and spreadsheets; collects information; maintains records; monitors cases and work 
activities. 
 
Attends trainings and meetings. 
 
 
MINIMUM QUALIFICATIONS 

 
Associate's degree (including completion of at least one course in English, Math, and Social Services, e.g. social work, 
psychology or sociology), or any equivalent combination of education, and experience that provides the requisite knowledge, 
skills, and abilities for this job. Valid driver’s license required. 
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PERFORMANCE APTITUDES 
 
Data Utilization: Requires the ability to review, classify, categorize, prioritize, and/or analyze data and/or information.  
Includes exercising discretion in determining data classification, and in referencing such analysis to established standards 
for the purpose of recognizing actual or probable interactive effects and relationships.   
 
Human Interaction: Ability to persuade, convince and train others. Ability to advise and interpret regarding the application 
of policies, procedures and standards to specific situations. 
 
Verbal Aptitude: Requires the ability to utilize reference, descriptive, and/or advisory data and information. 
 
Mathematical Aptitude: Requires the ability to perform addition, subtraction, multiplication and division; calculate 
percentages, fractions and decimals.    
 
Functional Reasoning: Requires the ability to apply principles of rational systems. Ability to interpret instructions 
furnished in written, oral, diagrammatic, or schedule form.  Ability to exercise independent judgment to adopt or modify 
methods and standards to meet variations in assigned objectives. 
 
Situational Reasoning: Requires the ability to exercise the judgment, decisiveness and creativity required in situations 
involving evaluation of information against measurable or verifiable criteria. 
 
Equipment, Machinery, Tools, and Materials Utilization: Requires the ability to operate, maneuver and/or control the 
actions of equipment, such as a personal computer and general office equipment, and/or materials used in performing 
essential functions.  
 
Physical Ability: Tasks require the ability to exert light physical effort in sedentary to light work, but which may involve 
some lifting, carrying, pushing and/or pulling of moderately light objects and materials. Tasks may involve extended 
periods of time at a keyboard or work station. 
 
Sensory Requirements: Requires the ability to visual perception and discrimination. Some tasks require oral 
communications ability. 
 
Environmental Factors: Essential functions are regularly performed without exposure to adverse environmental conditions. 
 
 
Wood County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the County will 
provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current 
employees to discuss potential accommodations with the employer. 
 
 
 


