2017 PROGRAM SPECIFICATION
RAMAC











PROGRAM #:
661
STANDARD PROGRAM:  
Resource Room Triage Specialist 

TARGET POP: 
WIOA/CF











ACCOUNT #:   
1541807
                                                     

                                                                        1541810

2017
  UNITS:
Actuals
CLIENTS
N/A


ALLOCATION:
TBD  
UNIT DEFINITION: 




Actual Expenses
FUNDING SOURCE(S):




Children First, WIOA
GEOGRAPHICAL AREA TO BE SERVED:

Racine County

DAYS/HRS OF SERVICE AVAILABILITY:

Mon – Fri, 8:00 a.m. – 5:00 p.m.
DEFINITION OF CLIENT ELIGIBILITY:


Not applicable
MINIMUM STANDARDS:

Provider must agree to comply with the following terms and conditions:


-
Standard contract language


-
Certification standards where applicable


-
Fiscal and program reporting criteria


-
Allowable Cost Policy


-
Audit criteria


-
Policies and procedures as defined in Racine County Human Services Department Contract Administration Manual


-
Maintain adequate liability coverage

-
Civil Rights/Affirmative Action Policies


-
Criminal background checks for staff


-
Drug screening, driver’s license checks and reference checks


-
Human Resources Condensed Policy Manual for Student Interns, Volunteers, Temporary Agency and Contracted Staff.


-
Payment of all wages, payroll taxes, worker’s compensation, social security, federal and state unemployment insurance and any and all other federal and state taxes relating to the staff


-
Fair Labor Standards Act


-
Withholding payroll taxes, paying unemployment insurance, worker’s compensation and social security contributions


-
Complete performance evaluations and discipline and maintain employment records

-
Recognize that authorization for services is approved by Racine County Human Services Department

-
All informational materials (program descriptions, brochures, posters, etc.) must identify it as a RCHSD program through the use of a standardized RCHSD format provided by Racine County.


-
The program must be identified as a RCHSD program in all public presentations and media contacts/interviews.

         -
       All Provider external vacancies shall be advertised on JobCenterofWisconsin. 

-
The National Career Readiness Certification is a preferred qualification for all employees hired by the Provider.
PROGRAM DESCRIPTION:

Resource Room Triage Specialist
Provider will employ 1.0 FTE Resource Room Triage Specialist to assist job seekers find employment through the development of an effective job search process.  Staff will demonstrate and coach customers in the use of specialized software for producing high quality resumes and cover letters.  The Specialist will also help job seekers identify marketable skills, improve resume content, proof resumes and make suggestions for improvement.  Staff will encourage and advise job seekers in conducting a successful job search, including internet job searches.  Where appropriate, the Specialist will refer customers to other services, to include career counseling, educational resources and support services.  Staff must have good written and verbal skills, experience and knowledge in training and development, job coaching, interviewing techniques, vocational and employment related assessments, labor market information and enjoy working with the public and possess excellent customer service skills.

EVALUATION OUTCOMES:
Resource Room

1. 50 customers will be connected with GED completion services.

2. Customers receive quality services on a regular basis.  Measured by positive responses on quarterly surveys.

3. All electronic and print resources are current and up-to-date.

4. Quarterly newsletter is developed and distributed.

5. Quarterly news articles are published and printed in local papers.

All Staff

1.  100% of the time, the positions funded through this contract will be filled with effective staff.

2.  The Provider, as the employing entity, will support the compliance of RCDKSC and WDC policies and procedures by their staff.

3.  Monthly reports shall be submitted to the functional team leader by the 15th of each month.

4.
The Provider's staff members will assist the Specialized Employment functional teams meet or exceed all program performance standards developed by the State of Wisconsin Department of Workforce Development, and Racine County Workforce Development Board.

5.
Adhere to all reporting requirements.

An Evaluation Outcome Report must be submitted to the WDC Manager and Racine County HSD Coordinator of Contract Services by 2/1/18..
