
CASE MANAGER/GRADUATE COORDINATOR  
Sullivan Main Campus (YouthBuild Facility) 

 

Job Announcement 

 

Northshore Technical Community College is accepting applications for a full-time, unclassified position 

domiciled in Sullivan Campus (YouthBuild Facility) 

 

Applications will be accepted until position is filled, with preference being given to those received on or 

before September 17, 2018. 

 

All applicants are subject to a background check, in accordance with NTCC Policy HR-020, a criminal 

history check will be conducted on all new hires.  NTCC participates in the federal E-Verify system for 

identification and employment eligibility purposes. 

 

To apply please submit:  (1) a letter of application, (2) a resume and (3) official transcript to: 

 

Attention: Hiring Manager  

Northshore Technical Community College 

65556 Centerpoint Boulevard 

Lacombe, LA 70445 

Telephone number: 985-545-1262  

Email: veronicaflynn@northshorecollege.edu or hr@northshorecollege.edu 

 

 

SUMMARY: 

 
To manage participant records for the program.  To collect program data and statistics to assist Program 
Director with grant reporting.  To build an employer network in the community, in order to assist qualified 
trainees in securing employment.  To provide post-program placement and follow up on all participants of the 
YouthBuild Bogalusa Program 

 

REQUIRED QUALIFICATIONS:  
Bachelor’s degree and counseling or related field.  Associate’s degree or five years of experience in 
counseling, crisis intervention, or career training with young adults may be substituted for Bachelor’s degree. 
Strong commitment to helping young people succeed in an innovative training program to reorient their lives 
and nurture their leadership skills. Excellent organizational skills. Strong computer skills and knowledge of 
database systems. Knowledge of job and other placement opportunities. Ability to establish rapport and relate 
sensitively to a multiracial and multicultural group of young people. Understanding of issues facing young 
people who are high school drop- outs and their socioeconomic challenges. Knowledge of human service, 
health, court, and criminal justice systems’ programs, regulations and procedures. Knowledge of local issues 
impacting participants. Experience in providing employability skills. Excellent public speaking, listening, and 
communication skills. Ability to work with a team 

 

RESPONSIBILITIES:  
1. With other members of the YouthBuild Bogalusa Team, interview applicants for inclusion in the YouthBuild 

Bogalusa program. 
2. Maintain trainee records according to LTC and grant requirements. 
3. Implement and maintain the YouthBuild USA WEBSTA database.  
4. Collect data appropriate to assessing participation outcomes and based upon this data develop program 

impact reports.  
5. Serve as a student mentor. 
6. Meet with trainees at regular intervals to assess their job and career goals, or immediate work needs. 

mailto:veronicaflynn@northshorecollege.edu
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7. Connect qualified trainees with viable job or other placement opportunities as per program policy. 
8. Instruct trainees in presenting a positive image by providing help with resume writing, personal 

appearance, and interview techniques.  Conduct follow-up assessments 
9. Market the program to potential employers, determining their requirements, and soliciting consideration for 

YouthBuild trainees for job vacancies. 
10. Participate in weekly staff meetings and Youth Leadership meetings as required. 
11. Provide Program Director with weekly progress reports on YouthBuild trainees. 
12. With the Counselor, advocate with human services, health, court, and criminal justice systems to resolve 

issues facing young people. 
13. Implement and maintain tracking plans for each participant based on the grant(s) they were served by, 

following the trainee’s exit from the program. 
14. Develop and implement an alumni organization with an initial goal of an annual alumni event.  
15. Coordinate graduation/and other celebratory ceremonies. 
16. Other assignments as directed by the YouthBuild Bogalusa Program Director. 
 
Performance Outcome Responsibilities: 
 
As a vital member of the YouthBuild Bogalusa team you are responsible for the achievement of the 
performances standards outlined below, please note that majority  
of your performance evaluation will be based on these outcomes. 
 

Performance 
Standard 

Excellent Very Good Satisfactory 

Student 
Monthly 
attendance 

93% 
24 students 

85% 
22 students 

80% 
20 students 

Student 
Retention 

82% 
21 students 

71% 
18 students 

63% 
16 students 

Placement of 
completers 

90% 
 

86% 
 

79% 
 

Placement of 
enrollees 

 
N/A 

 
N/A 

50% 
12 students 

 Wage of 
completers 
 (% above 
minimum 
wage) 

 
51% 

 

 
25% 

 

 
15% 

 

 
 

 

 

 

Northshore Technical Community College is an Equal Opportunity Employer 
In compliance with Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, and Section 504 of the Rehabilitation Act of 1973, this 

Educational Agency upholds the following policy: Northshore Technical Community College campuses assure equal opportunity for all qualified persons without 
regard to race, religion, sex, national origin, age, handicap, marital status or veteran's status in admission to, participation in, or employment in the program and 

activities of this system. Each campus welcomes handicapped individuals and has made buildings accessible to them. 


