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Job Title: Part-time Career Coach (Contract)

Reports to: Programs Administrator
Location: Jefferson County, Alabama
Employment Type: Contract (8 weeks, twice per year)

Position Overview:

The Part-time Career Coach is a contract position that plays a key role in supporting the
participants of the Inspire Education Academy by providing career guidance and coaching. The
Career Coach will work for an 8-week period, twice per year, to help participants construct
career portfolios, develop interview skills, and prepare for job success. Additionally, the Career
Coach will organize job fairs and connect participants with employment opportunities.

Key Responsibilities:
Career Assessments and Coaching:
o Conduct career assessments for Inspire Education Academy participants to identify
strengths, interests, and career paths.
o Provide personalized career coaching, helping participants explore career options and set
professional goals.
Career Portfolio Development:
o Assist participants in constructing a complete career portfolio, which includes a resume,
cover letter, and reference page.
« Provide guidance on writing and formatting resumes and cover letters to align with
participants' career objectives.

Interview Preparation:

« Organize and lead mock interview sessions to help participants practice their
interviewing skills.
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o Provide feedback on interview performance, focusing on improving communication,
presentation, and confidence.

o Coordinate and facilitate Dress for Success workshops, ensuring participants understand
how to present themselves professionally for interviews and workplace environments.

Job Fairs and Employment Connections:

o Develop and organize two job fairs per year, bringing together employers and Inspire
Education Academy participants.

« Build relationships with local employers and industries to connect participants with job
openings and internships.

o Help participants navigate the job search process by sharing employment opportunities
and guiding them through job applications.

Quialifications:

e Education: Bachelor’s degree in career counseling, human resources, business
administration, or a related field preferred.

« Experience: Minimum of 2 years of experience in career coaching, workforce
development, or job placement.

« Proven experience conducting career assessments, resume building, and mock interviews.

o Experience organizing job fairs or similar events is a plus.

Skills and Competencies:

o Strong understanding of career development practices, resume building, and interview
techniques.

o Excellent communication and interpersonal skills, with the ability to coach and mentor
individuals from diverse backgrounds.

o Organizational skills to manage workshops, job fairs, and participant portfolios.

« Ability to build relationships with local businesses and employers to connect participants
with job opportunities.

Compensation:

This is a contract position for an 8-week period, twice per year. Compensation will be based on
experience and the terms of the contract.



