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Position description: 

CareerWise Community Project Lead 
 

Who are you? 
 

A well-connected individual or representative of an organization with strong community, 
education and business ties.  You are a rare combination of a strategic thinker, relationship 
builder, and detail-oriented “doer” who is able to effectively manage and independently 
organize diverse streams of work – all with the tenacity, creativity and positivity reflective of 
the can-do spirit of this statewide initiative. 
 

What you’ll do: 
 

• Program design and implementation  
• Work closely with the CareerWise Community Engagement Manager to design 

community implementation project plans and quarterback / project manage the 
local implementation of those plans.  These plans will include early onboarding 
through apprentices being on site. 

• Meet weekly with CareerWise Community Engagement Manager to discuss 
progress against plan and problem solve any challenges. 

• Work closely with CareerWise staff in all departments (e.g., business 
partnerships, education partnerships, marketing, etc.) on an as-needed basis. 

• Plan for the future of the program with regard to student and employer growth. 
• In partnership with CareerWise, develop a short- & long-term sustainability plan. 
• Participate in quality assurance activities (e.g., host site visits, collect data for 

reporting, etc.) 
• Employer recruitment and support 

• Identify employers that have the capacity, infrastructure and desire to host 
youth apprentices, including identification of “decision makers” and “decision 
influencers” in those organizations who will be critical in getting to a partnership 
commitment. 

• Understand and effectively describe how CareerWise youth apprenticeships can 
solve key entry-level pain points for employers. 

• Meet with business leaders, answer program-related questions, and secure 
verbal and written agreements to host youth apprentices. 

• Connect employers to one another to help them share best practices in 
implementation of their respective apprenticeship programs. 

• Secure job postings from all participating employers and support their student 
recruitment efforts and interview processes.  

• Serve as primary point of contact for employers once apprentice is on site and 
work with CareerWise team to problem solve any challenges that arise. 

 



 

  © CareerWise Colorado 2017 

• Use CareerWise templates to outline milestones and deadlines to ensure 
businesses meet CareerWise program requirements and timelines. 

• Serve as “Quarterback” among all community stakeholders 

• Work with local school districts and community colleges to ascertain whether 
their concurrent enrollment, early college, etc. is sufficiently robust to support 
this program; facilitate and participate in meetings between educators and the 
CareerWise team. 

• Keep all local stakeholders (e.g., other participating nonprofits, workforce 
centers, education partners, industry intermediaries) apprised of progress and 
included in planning and implementation efforts, for instance through monthly 
meetings or communications. 

• Identify key community resources and coordinate efforts to integrate 
CareerWise Colorado youth apprenticeships into the community. 

• Promote CareerWise locally 

• Market CareerWise to the community at large through local media outlets, 
listening sessions, city council and school board meetings, presentations, along 
with other creative opportunities that resonate best within your community. 

• Assist participating school district(s) in marketing the program and securing 
student applicants.  This will likely include time in the schools speaking to faculty 
and students. 

• Plan and facilitate events and trainings 

• Host events or presentations to inform and recruit prospective employers. 
• Assist in planning  local “apprentice fairs” to give prospective apprentices the 

chance to meet apprentice employers. 
• Using CareerWise resources and other local resources or organizations, organize, 

lead or facilitate trainings (e.g., supervisor training, apprentice bootcamp). 
• Other CareerWise expansion activities (on as-desired basis) 

• Assist in the selection process of new community partners. 
• Contribute to the strategic plan for continued expansion of the CareerWise 

model. 
• Participate in discussions of the broader network of Colorado communities 

participating in this work. 
• Connect with others nationally interested in youth apprenticeships. 

 

What will you need to be successful? 
 

• Excellent community standing, including the ability to secure and lead meetings with 
CEOs, school district(s), higher education partners and city officials 

• A reputation as one who is able to unite and lead 

• Interpersonal communication skills that resonate across diverse audiences, including the 
ability to communicate to both CEOs and teenagers alike 



 

  © CareerWise Colorado 2017 

• Excellent relational skills; an ability to make people feel “heard” while also steering 
them through a directed process 

• Project management experience: Demonstrated track record of managing and 
delivering against scopes of work under tight timelines 

• Excellent written and verbal communication skills; demonstrated ability to write and 
communicate clearly for a variety of audiences 

• Demonstrated ability to work independently while keeping team informed 

• Recognizing trends before issues arise and identifying high-level themes to develop 
strategies 

• Embody a “training” mindset – helping individuals “learn how to fish” versus giving them 
a fish 

• Possess strong organizational skills, with the ability to multitask and manage several 
work streams, partners/vendors and projects at any one time 

• Experience and interest in working in a fast-paced, rapidly changing environment  
• Ability to travel occasionally to CareerWise office 

• Key competencies, including: 
• Establishing and Maintaining Interpersonal Relationships — Developing 

constructive and cooperative working relationships with others, and maintaining 
them over time. 

• Customer and Personal Service — Knowledge of principles and processes for 
providing customer and personal services. This includes customer needs 
assessment, meeting quality standards for services, and evaluation of customer 
satisfaction. 

• Effective use of systems, data, reports - The ability to add, maintain, and 
interpret data in all relevant software and documentation, making updates as 
necessary. This includes using said data to make, adjust, and reflect decisions. 

• Critical Thinking — Using logic and reasoning to identify the strengths and 
weaknesses of alternative solutions, conclusions or approaches to problems 

• Interpersonal Awareness: The ability to notice, interpret, and anticipate others’ 
concerns and feelings, and to communicate this awareness empathetically to 
others. 

• Persuasive Communication - The ability to plan and deliver oral and written 
communications that make an impact and persuade their intended audiences 

•  Influencing Others - The ability to gain others’ support for ideas, proposals, 
projects, and solutions 

•  Analytical Thinking - The ability to tackle a problem by using a logical, 
systematic, sequential approach. 

•  Forward Thinking: The ability to anticipate the implications and consequences 
of situations and take appropriate action to be prepared for possible 
contingencies. 
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