PURPOSE:

DUTIES:

Michigan Department of Human Services
Jobs Navigator Volunteer Position Description

Jobs Navigator

To assist DHS clients, other than those currently active FIP, who
have been recently terminated from DHS services, in finding and
retaining employment. Non active FIP clients must participate in
Employment Services with Michigan Works!

10.

11.

Meet with client within three working days of local office
referral. Establish rapport with client.

Do an informal employability assessment of client strengths
and areas of needed improvement.

Develop a strategy or plan, individualized to the needs of the
client, for removing barriers to employment and for job
searching.

Stay current with local job market and community resources.

Explain to the client how the job market works and the
importance of networking.

Refer client to various community resources, as needed, to
bust barriers to employment.

Work with client to develop an effective, professional-looking
resume.

Discuss proper techniques for filling out applications.

Teach effective job interview techniques to the client; practice
and role-play interview techniques with the client; rehash job
interview with client and strategize for next interview.

Continue as a job coach and support after the client is hired.
Job retention is as important as finding the job.

Work with clients at the local Michigan Works! Agency utilizing
their resources and employment services to assist our clients.
In certain cases, when it is to the client and Job Navigator’s
advantage, sites other than MW! may be used but the Job
Navigator and client must get orientation from MW! first to
maintain consistency in community resources.



QUALIFICATIONS:

PREPARATION:

BENEFITS:

SUPERVISION:

CONTACT:

N

3.

4.

Dependable, task-oriented, mature adult with perseverance
and excellent follow-through who relates well to people.

Compliance with agency confidentiality policy.
Computer skills and experience is desirable.
A valid, current driver’s license and good driving record.

A vehicle in good operating condition with insurance to comply
with Michigan’s no-fault insurance law.

Must meet eligibility requirements of all required background
checks.

Must have at least five years successful employment
experience with demonstrated increases in on-the-job
responsibilities.

Job Navigator training and orientation will be provided by your
local Michigan Works! Agency. DHS will contact your local
Michigan Works! Agency to schedules dates of orientation.

Department of Human Services volunteer orientation by CRC
or designee.

. Reimbursement for out-of-pocket expenses such as: mileage,

child care, and meals

The joy and fulfillment of making a difference in other people’s
lives.

Experience to list on your resume.

An annual local recognition event.

Local Community Resource Coordinator (CRC).
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