
Institute for Nonviolence Chicago 
Job Description 

 
Position: Workforce Development Specialist 

Reports to: Director of Programs 
 

Background: Informed by a philosophy of nonviolence, the Institute will establish caring and  
sustained relationships with participants engaged in the cycle of violence. We will emphasize  
partnerships with community members, leaders, social service providers, and local law  
enforcement to reduce community levels of violence. We will help create a safer, healthier  
environment for young adults, youth, and their families. These general approaches will be  
specifically addressed using for major methods: Community-based Nonviolence Street Outreach,  
Individualized Service Provision, Victim Support Services, and Nonviolence Training.  
 
Job Summary:  
The Workforce Development Coordinator is the primary point of contact between 
INVC staff, participants and potential employers.  The WDC will build a network of business job  
readiness training opportunity relationships that support subsidized and unsubsidized  
employment opportunities for participants.   

 
 
Responsibilities: 
 

 Coordinate an employment skills curriculum designed to increase employability, enhance 
client motivation, improve life skills, offer referrals and support that ultimately lead to 
employment. 

 Attend/conduct activities in the community relating to employment services and connect 
with employers, job readiness training programs, and community organizations on a 
frequent basis to market and enrich the program and the success of the participants. 

 Maintains regular contact with employers and job readiness programs to monitor 
employment satisfaction and to suggest refinement of requirements to better prepare 
participants and meet employer hiring needs. 

 Works with participants to develop assigned subsidized placement, accurately completes 
Worksite Agreements, clearly reviews policies and process with participant and 
employers and job readiness programs. 

 Assists in the development and documents job duties, and follows up with 
employer/participant surveys regularly to ensure program satisfaction and success. 

 Monitor and track participant progress through accurate data collection and management 
to identify their employment barriers, assist with employment and educational needs 
including steady contact with educational institutions to learn of the available programs. 

 Actively participate in community and program wide activities and events increasing 
awareness of program services offered through INVC. 

 Provide job seeker services such as: writing resumes, conducting interview classes, 
administering referrals, and soft transfers to partner agencies. 

 Work collectively with all INVC program staff for referral purposes. 
 
 



 
Qualifications: 

 High School Diploma/GED required. Bachelor’s degree preferred or significant  
experience working with high-risk, street-involved individuals  

 Excellent verbal communication skills, and ability to communicate effectively in writing  
 Firsthand knowledge of the community and knowledge of current street conflicts required  
 Willingness to learn and commit to the principles of nonviolence, restorative justice and  

trauma-informed practices  
 Experience working on a team  
 No pending criminal cases or prior convictions for sexual assault, child abuse or  

domestic violence  
 Valid Illinois driver’s license, insurance, and good driving record  

 
 
To apply, please send a cover letter along with your resume to lisas@nonviolencechicago.org. 
 
 

Institute for Nonviolence Chicago -- EEO Statement 
Institute for Nonviolence Chicago provides equal employment opportunities (EEO) to all 

employees and applicants for employment without regard to race, color, religion, sex, national 
origin, age, disability or genetics. In addition to federal law requirements, Institute for 

Nonviolence Chicago complies with applicable state and local laws governing nondiscrimination 
in employment in every location in which the organization has facilities. This policy applies to 

all terms and conditions of employment, including recruiting, hiring, placement, promotion, 
termination, layoff, recall, transfer, leaves of absence, compensation and training. 

 
 


