
MODESTO CITY SCHOOLS 

  PC 1411 

Job Description 

 

PARTICIPANT ADVISOR – YOUTH EDUCATION, TRAINING,  

AND EMPLOYMENT PROGRAM (JTPA) 

 

 

OVERALL RESPONSIBILITY 

 

Under general supervision, facilitate and monitor the participation of advises as they perform prescribed educational, 

training, and employment activities. 

 

 

SPECIFIC RESPONSIBILITIES 

 

1. Recruit economically eligible applicants, including high school dropouts, single parents, handicapped youth, 

and ex-offenders. 

 

2. Interview applicants and provide program and application information. 

 

3. Complete necessary income and family verification forms and maintain data in audit format. 

 

4. Provide orientation to new enrollees which includes the provisions of applicable child labor laws and JTPA 

program requirements. 

 

5. Assist in the development, monitoring, and updating of individualized educational, training, and employment 

plans for each program participant. 

 

6. Assist in the proper placement and scheduling of participants in educational, training, and employment 

programs given the assessment data obtained and the subsequent recommendations of program personnel (e.g. 

certificated counselor, vocational specialist, work experience specialist, vocational, and basic education 

instructors and/or assistant coordinator). 

 

7. Distribute and collect attendance and progress reports bi-weekly. 

 

8. Systematically visit school sites, training sites, and vocational classes for the purpose of monitoring 

participants’ achievement in relation to their individualized performance plans. 

 

9. Counsel with advisees weekly for the purpose of recognizing achievements, correcting deviations, and 

ensuring that participants are having a positive and constructive experience in their assigned activities. 

 

10. Consult with instructors and job site supervisors on a regular basis regarding each participant’s progress.  

Assist in the implementation of prescriptive action in instances where sufficient progress has not been shown 

(e.g. tutoring, counseling, job search assistance, etc.). 

 

11. Complete and/or maintain all records in a systematic and accurate manner (e.g. assessment records, conference 

memorandum, individualized plans of educational-training-employment, counseling reports, attendance 

reports, progress reports, visitation reports, etc.). 

 

12. Effectively communicate and maintain cooperative relationships with those contacted in the course of work. 

 

13. Perform other related duties as assigned. 

 

 

SALARY 

 

Classified Unit Salary Schedule 

 

 

 



PARTICIPANT ADVISOR – YOUTH EDUCATION, TRAINING, AND EMPLOYMENT PROGRAM 

(JTPA) (continued) 

 

 

 

QUALIFICATIONS 

 

 Knowledge/Ability 

  Minimum Requirements: 

Knowledge of child labor laws. 

Knowledge of government subdivisions and the functional purposes of educational organizations within 

Stanislaus County. 

Knowledge of Vocational Education and Regional Occupational Programs within Stanislaus County. 

Knowledge of English usage, spelling, grammar, and punctuation. 

Ability to interpret and understand written materials utilized in the JTPA. 

Ability to compile and maintain accurate and complete records and reports. 

Ability to “boot” a computer system and use a word processor. 

Ability to implement assigned tasks with a minimum of direct supervision. 

Ability to communicate and maintain cooperative relationships with those contacted in the course of 

work. 

 

 

 Experience 

  Minimum Requirement: 

One (1) year of experience working in the field of human relations. 

 

  Desirable Qualification: 

One (1) year of experience working individuals with exceptional barriers to employment training. 

 

 

      Education 

  Minimum Requirement: 

Graduation from junior college or equivalent combination of education and experience in the specific 

area of assignment. 

 

 

REPORTS TO:   

 

Supervisor of Vocational Education  

 

 

Personnel:  5/18/88 

Cabinet Approved: 5/16/88 

Unit Approved: 5/17/88 

Board Approved: 5/31/88 


