
 
 

 
People’s Resource Center 

Job Posting – Director of Job Assistance Program 
 

POSITION OVERVIEW 
PRC is hiring a Director to develop, direct and advance the Job Assistance Program which responds to needs 
and resources in accordance with PRC strategy.  The Job Assistance program provides over 150 individuals 
with access to one-on-one mentoring and several workshops on how to build skills and improve the confidence 
needed to improve job prospects and build stronger futures.  Working with numerous community and employer 
partners, the program holds job fairs with attendance of over 100 job seekers.  The Director supervises one 
employee and over 30 volunteers who provide these services while managing an operating budget of $220,000.    
 
This individual reports to the Senior Director of Programs and will work remotely during PRC’s modified 
operations due to the pandemic. When PRC returns to full regular operations, their primary office will be located 
in Wheaton (201 S Naperville Road) and will travel to other PRC locations as needed. Candidate must have a 
valid Illinois driver’s license and access to a vehicle. 
 
PRC offers a generous compensation and benefits package to our full time employees, including: 

 Medical Insurance – HMO and PPO   
(80% employer paid) 

 Dental Insurance – PPO                          
(80% employer paid) 

 Flexible Spending Account participation 
 Short Term Disability (100% employer paid) 

 Life Insurance (100% employer paid) 
 SIMPLE IRA retirement plan & company 

match 
 23 days of Paid Time Off (PTO) 
 12 paid holidays 

 

 

ESSENTIAL FUNCTIONS  
A. Program/Service Leadership 

1. Establish, implement and monitor program services, goals, objectives and budgets for Job Assistance 
Program 

2. Participate in and support implementation of PRC strategic goals 
3. Develop, implement and monitor client registration process, support services and provide referrals 
4. Develop and maintain job training materials for clients and volunteer job coaches to ensure an 

effective and progressive job assistance program 
5. Plan, organize and implement activities and events that provide job and job-skill development 

opportunities for PRC clients with employers in our community 
6. Plan, organize and implement program evaluation and outcome measurement tools that ensure 

program effectiveness 
7. Establish, maintain, analyze and report accurate and relevant program statistics include service, 

client and volunteer statistical data 
8. Research local labor market trends in relevant sectors and gather local employer requirements and 

hiring criteria to inform program activities 
9. Cultivate collaboration within PRC departments and on- and off-site locations 
10. Assist in the fund development process by participating in the development of grant proposals, 

identifying potential grantors, assisting in implementation of program fundraisers and identifying 
new methods of program fundraising 

11. Steer program budgets providing oversight for in kind donations, managing supply requests and 
participating in annual budget and objectives setting processes 
 
 
 
 



B. Community Relationships 
1. In coordination with an overall strategy led by the Development Director and Executive Director, 

develop and sustain successful long-term relationships with identified community leaders and 
service providers including employers, Chambers, civic groups and collaborative agency 
partners/businesses who support PRC’s visibility and effectiveness in the community. 

2. Become and remain actively engaged in identified Chambers of Commerce who are in alignment 
with PRC’s strategic priorities 

3. Represent PRC by attending and participating in community meetings and events as requested 
4. Participate in identifying potential strategic community partners based on PRC’s overall strategic 

priorities  
 

C. Supervision 
1. Directly supervise Job Assistance Coordinator and indirectly supervise program volunteers 
2. Responsible for overall program staffing and personnel issues including hiring, scheduling, 

supervising, training, development, appreciation, recognition, and evaluation 

 
ESSENTIAL SKILLS, KNOWLEDGE, AND ABILITIES REQUIRED  

1. Skills/knowledge 
 Commitment to PRC’s mission, values, and community focus 
 Enjoys working in a social service organization and with clients  
 Demonstrated commitment to collaborative work 
 Ability to effectively promote and represent PRC and job assistance program to other organizations  
 Ability to work independently, with a team, and with a diverse group of individuals 
 Demonstrated ability to work effectively with and supervise employees and volunteers 
 Ability to interact and communicate clearly with multiple constituencies 
 Demonstrated ability to work with linguistically and culturally diverse client population 
 Ability to manage multiple projects simultaneously  
 Must demonstrate professionalism, flexibility, good judgment and commitment to teamwork 
 Demonstrated ability in public speaking, written and oral communication and interpersonal relations 
 Strong organizational and time management skills 
 Ability to exercise professional judgment to resolve complex problems 
 Ability to maintain a high level of confidentiality 
 Able to compile, analyze and evaluate data 
 Computer proficiency required in MS Office, Outlook, Internet search engines, Google Apps, and 

familiarity with databases   
    

2. Experience/education 
 Bachelor’s degree required 
 Minimum of 7 years of professional experience required preferably in sales, marketing, community 

outreach, recruiting or job development  
 3 years of supervisory experience required 
 Experience managing a portfolio of contacts required 
 Experience creating and managing a budget required 

 
APPLICATION PROCESS  

To apply, please send your resume, cover letter and salary expectations to 
resumes@peoplesrc.org 

 

Applications will be accepted until the position is filled. 
No phone calls, no faxes please. 

People’s Resource Center is an Equal Opportunity Employer. 
www.peoplesrc.org 


