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MINIMUM QUALIFICATIONS AND DESCRIPTIONS

CLIN Description
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002
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004

TRAINING COORDINATOR

PROJECT COORDINATOR
Bachelor's degree at minimum in a related field; 2-3 years of related 
professional experience; strong leadership, communication, analytical and 
time management skills; certification a plus.

Labor Categories Minimum Qualifications 

YOUTH 
COORDINATOR/COUNSELOR

1-4 years experience; Bachelor's degree is preferable or current college 
student; degree field in social work, psycholology, counseling, human 
services; strong verbal and written communication skills, basic computer 
and typing skills; criminal background check

ADMINISRATIVE ASSISTANT
High School degree (minimum); 1-4 years experience; extremely 
proficient in Microsoft Office applications; excellent communications 
skills, etc.

Responsible for data collection, mentoring, and counseling youth employees.

Responsible for all aspects of administrative execution, such as tracking, 
reporting and troubleshooting youth attendance and payroll.

 Responsible for planning, organizing, leading and supervising training 
development activities, events and workshops.

Responsible for the overall direction, implementation, continuous 
improvement, completion and evaluation of the SYEP.

Bachelor's degree at minimum; 5+ years experience working with youth 
employees; familiarity with industry best practices and standards, ability 
to translate complex problems and concepts in training; strong leadership 
and communication skills
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