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WORKFORCE DEVELOPMENT SPECIALIST 

 

FUNCTION OF THE JOB 

 

Under direction, to perform and assist in the coordination and promotion of workforce development 

programs for the Waukesha, Ozaukee, and Washington County region; performs other duties as required.  

 

CHARACTERISTIC DUTIES AND RESPONSIBILITIES 

 

1. Establish and sustain effective working relationships with workforce development partners and 

community-based organizations.  Maintains a strong understanding of partner programs and 

collaborates to improve coordinated service delivery that benefits both job seekers and employers.   

2. Conduct outreach and collaborates with intermediary partners, to gather insights that inform 

workforce strategies and align job seeker services with business demands.  Assists with the 

coordination of industry sector initiatives, focusing on linking employer feedback with WIOA/DOL 

training programs and current grant programs.  

3. Schedule, arrange, and support partner meetings, committee meetings, and employer roundtables.  

May help facilitate business services team and partner meetings to support board directives, address 

challenges, and strengthen collaboration.  

4. Provide information and technical assistance to workforce development partners and employers 

regarding workforce development programs, policies, resources, and services under WIOA and 

other funding streams.  

5. Review and interpret workforce reports and performance metrics to assist with the development of 

strategic workforce plans and regional labor market initiatives.  

6. Coordinate and assist with the delivery of workshops and informational sessions on customer 

service, mandatory equal opportunity trainings, and other workforce development partner training 

needs.  

7. In coordination with public communications team, develop and prepare outreach materials, web 

content, and event announcements to support outreach initiatives to increase awareness and 

engagement and assist with the execution.  

8. Assists with collecting data and contributing to grant applications, budget preparation, and planning 

efforts.  

9. Conducts quality assurance activities such as review of composite reports, querying of databases to 

generate reports to determine program and community needs.  Recommend changes and 

improvements.   

10. Assists in the development and evaluation of grants through data collection, analysis, drafting 

application narratives, and reporting.  

11. Assists in planning, developing, and coordinating special events for the promotion of the workforce 

development program.  

12. Coordinates facility and IT support requests at One Stop Center service location and monitors to 

ensure accessibility and compliance with state and federal standards.  Supports leasing and 

partnership agreement documentation.  

13. Participate in regional and state-level forums or workgroups related to program governance or 

service delivery, as assigned.  

14. Other duties as assigned.   
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QUALIFICATIONS 

 

Essential Knowledge and Abilities 

 

1. Working knowledge of workforce development systems, including programs and policies under the 

Workforce Innovation and Opportunity Act (WIOA) or similar employment and training initiatives. 

2. Working knowledge of community resources, partner programs, and employment and training 

services available through job centers, educational institutions, and workforce development 

agencies. 

3. Working knowledge of federal and state regulations related to equal opportunity, accessibility, and 

workforce program compliance.  

4. Working knowledge of standard office practices, recordkeeping, and reporting procedures. 

5. Ability to establish and maintain effective working relationships with workforce partners, 

community groups, department staff, and private employers.  

6. Ability to organize and coordinate projects. 

7. Ability to coordinate and facilitate meetings and events, including scheduling, logistics, materials 

preparation, and documentation. 

8. Ability to interpret and apply program guidelines, policies, and procedures. 

9. Ability to gather and summarize information from a variety of sources, including reports, data 

systems, and stakeholder feedback. 

10. Ability to support the development and execution of outreach and engagement strategies, including 

preparing web and print content. 

11. Ability to utilize word processing, database, desktop publishing and spreadsheet programs and the 

internet.  

12. Ability to communicate effectively, both verbally and in writing, with internal staff, partner 

organizations, employers, and the general public. 

13. Ability to effectively interact with sensitivity with persons from diverse cultural, socioeconomic, 

educational, racial, ethnic, and professional backgrounds, and persons of all ages and lifestyles. 

14. Ability to manage multiple priorities, meet deadlines, and adapt to shifting needs. 

15. Ability to work independently and as part of a team, maintaining professionalism and 

confidentiality. 

 

Training and Experience 

 

1. High School Diploma or GED. 

2. Six (6) years of post-high school work experience in workforce development; career or business 

counseling, analysis, development, or planning; economic assistance; business administration; 

human resources; or related work experience. 

3. An associate’s degree from a recognized college or university may substitute for two (2) years of 

the required work experience.  

4. A bachelor’s degree from a recognized college or university may substitute for four (4) years of the 

required work experience.  

 


