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Workforce Training & Coaching Specialist 

	Classification:
	Full time, salary, exempt

	Reports to:
	Director of Work Force Development

	Effective Date:
	March 2026

	Department:
	WFD

	Location:
	Grand Rapids, MI-On Site

	Pay Rate:
	$55,000-$65,000 annual salary



Summary of the Role

The Workforce Training & Coaching Specialist is responsible for the day-to-day management, facilitation, instruction, participant coaching, and continuous improvement of the Momentum workforce development program. This role combines workforce readiness instruction with employment coaching and participant support to ensure individuals are prepared for successful transition into sustainable employment opportunities.

The Workforce Training & Coaching Specialist oversees classroom operations, curriculum implementation, participant engagement, scheduling, attendance, and individualized employment support while building strong employer and participant relationships. This role works collaboratively with Workforce Development leadership, case managers, employers, and community partners to support participant success, employment readiness, job placement, and retention outcomes.


Next Step Ministerial Role Designation 

Next Step is a faith-based, social enterprise, non-profit engaged in work force development and skills training. We are dedicated to serving our program participants' needs, while meeting and exceeding our customers' expectations. We expect an innovative, goal-oriented, eager contributor, who shows a dedicated work ethic. We expect our staff to exhibit empathy, compassion, active listening, to be self-aware, sensitive across racial, class and cultural lines, ethical, and approachable. We look for work habits of punctuality, dependability, accountability, responsibility, cooperation, team participation, integrity, problem solving, and overall positivity. These attributes, combined with the performance of one’s duties and achievement of goals, will be equated with the quality of one’s overall job performance.

Essential Responsibilities:

Workforce Readiness Instruction & Training
· Deliver engaging instruction in: 
· Workplace readiness 
· Communication skills 
· Professionalism 
· Financial literacy 
· Resume development 
· Interview preparation 
· Conflict resolution 
· Workplace expectations
 
· Facilitate interactive classroom activities, discussions, and hands-on learning experiences. 
· Adapt curriculum and instructional methods to accommodate varying learning styles, literacy levels, and employment barriers. 
· Continuously improve curriculum content and instructional delivery using participant feedback and workforce trends. 
· Maintain a structured, safe, trauma-informed, and productive learning environment. 

Participant Coaching & Support
· Build supportive and professional relationships with participants to encourage accountability, confidence, and growth. 
· Conduct participant assessments to identify: 
· Employment goals 
· Job skills 
· Interests 
· Strengths 
· Barriers to employment 
· Provide individualized coaching, encouragement, goal setting, and workplace readiness support. 
· Assist participants with: 
· Resume development 
· Job applications 
· Interview preparation 
· Job search strategies 
· Workplace readiness 
· Support participant retention, program completion, and successful transition into employment opportunities. 
· Collaborate with case managers and Workforce Development staff to address barriers impacting participant success. 
· Maintain professional boundaries while demonstrating compassion, empathy, and accountability. 
Employer Engagement & Job Placement
· Build and maintain relationships with local employers and industry partners. 
· Develop employment opportunities for participants with emphasis on: 
· Wood manufacturing 
· Construction 
· Skilled trades 
· Entry-level career pathways 
· Match participants with employment opportunities aligned with their skills, goals, and readiness. 
· Maintain regular communication with employers regarding hiring needs, participant performance, and retention support. 
· Support participants through the hiring, onboarding, and employment retention process. 
· Monitor participant job retention and provide follow-up support to promote long-term employment success. 
Program Operations & Documentation
· Oversee daily program operations including: 
· Scheduling 
· Attendance tracking 
· Classroom management 
· Participant accountability 
· Maintain accurate participant records, attendance logs, progress notes, employment outcomes, and employer engagement documentation. 
· Prepare reports and required documentation in a timely manner. 
· Gather and communicate actionable feedback for continuous program improvement. 
· Participate in staff meetings, training, and workforce development initiatives. 
· Alignment with the mission and values of the organization. 
Qualifications

· Bachelor’s degree in human services, Education, Workforce Development, Business, or related field preferred; equivalent experience will be considered. 
· Experience in workforce development, training facilitation, employment services, education, coaching, or human services preferred. 
· Strong presentation, facilitation, and classroom management skills. 
· Strong interpersonal, networking, and relationship-building abilities. 
· Experience working with individuals facing barriers to employment is preferred. 
· Knowledge of trauma-informed care and barrier-sensitive instruction preferred. 
· Excellent verbal and written communication skills. 
· Strong organizational and documentation abilities. 
· Proficiency in Microsoft Office Suite and other technology platforms. 
· Ability to effectively manage multiple priorities independently and collaboratively. 
· Alignment with the mission and values of the organization. 
Working Conditions

Regular standing, walking, climbing, crouching, bending, pushing, or pulling. 
· Ability to understand, speak, read, and write fluent English. 
· Ability to lift up to 35 pounds occasionally and 20 pounds regularly. 
· Ability to use fine motor hand functions. 
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This job description has been approved by Mel Trotter Ministries/Next Step.
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[bookmark: _Hlk170738229][bookmark: _Hlk170738701]Vicki Harris, SVP of People & Culture  						Date

Employee signature below indicates the employee's understanding of the duties and requirements of the position and agreement to perform them to the best of their ability.

I acknowledge that I have read and understand the above job description in its entirety and can perform all of the stated requirements.
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Employee Name & Signature 								Date	
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