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Title: Recruitment and Retention Specialist 
Department: Workforce Development  
Supervisor: Manager/Director  
 
Purpose of Position  
The Recruitment and Retention Specialist is responsible for coordinating the recruitment and retention 
activities of the Workforce Training Program. This individual works closely with the Director and Case 
Managers to identify and refine educational and career goals and provides ongoing advisement and other 
support services to participants. 
 
Job Responsibilities  

 Coordinates intake for new program participants. 

 Secures participant information and performs follow-up; communicates with participants on a 
regular basis via-in-person, telephone, mail and e-mail to resolve difficulties. 

 Visits external organizations to promote program. 

 Develops and maintains electronic databases, including Efforts to Outcomes (ETO) for marketing 
and tracking student progress. 

 Contacts educational instructors and employment training instructors to monitor student 
performance and follow-up with students as needed in an effort to promote retention, educational 
opportunities, and job placements. 

 Coordinates internship placement and assists students with career services. 

 Participates in various agency initiatives related to recruitment, retention and participant success. 

 Performs other duties as assigned. 
 

Knowledge, Skills and Abilities: 

 Working knowledge of College programs and procedures regarding admission, advisement, 
registration, financial aid, graduation and career services 

 Possess good oral and written communication skills and have excellent public relations, 
organizational, and decision-making skills 

 Ability to work effectively in a multi-cultural and multi-ethnic environment. 
 

Standards for Measuring Performance  

 Excellent written and oral communication skills.  

 Outstanding organizational skills.  

 Ability to work effectively with persons of all ages and diverse backgrounds, skills and abilities.  

 Possess demonstrated technology skills in spreadsheet and database management.  

 Ability to carry out responsibilities with flexibility to adapt to changing needs and goals.  

 Ability to balance the needs and expectations of multiple constituents.  

 Positive and team-oriented attitude.  
 

Education/Experience 

 Bachelor’s Degree required.  
 At least two years of related experience preferred in a social services, education and/or 

community-based organization.   
 
Other:  Must have a valid driver’s license and reliable transportation 

 


