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1. POSITION INFORMATION

CIVIL SERVICE CLASSIFICATION: WORKING TITLE:
Employment Program Representative Unemployment Insurance (Ul) Navigator
NAME OF INCUMBENT: POSITION NUMBER:
280-048-9194-XXX

SECTION/UNIT: SUPERVISOR’S NAME:

Imperial County / ARU 048 / WSB Click here to enter text.
DIVISION: SUPERVISOR’S CLASSIFICATION:
Southern Workforce Services Employment Program Manager |
BRANCH: REVISION DATE:

Workforce Services Branch
Duties Based on: X Full Time O Part Time — Fraction U Temporary — hours

2. REQUIREMENTS OF POSITION

Check all that apply:

[0 Conflict of Interest Filing (Form 700) Required Call Center/Counter Environment

May be Required to Work in Multiple Locations Requires Fingerprinting & Background Check
[0 Requires DMV Pull Notice Bilingual Fluency (specify below in Description)
Travel May be Required [0 Other (specify below in Description)

Description of Position Requirements (e.g., qualified Veteran, Class C driver’s license, bilingual, frequent
travel, graveyard/swing shift, etc.):

Occasional travel for meetings, trainings, and cover within the cluster may be required. Biligunal fluency in
Spanish required.

3. DUTIES AND RESPONSIBILITIES OF POSITION

Summary Statement (Briefly describe the position’s organizational setting and major functions):

Under the general supervision, the Employment Program Representative (EPR)/UI Navigator assists
customers with the Ul Program through the delivery method of staff assisted services, self-service, and
facilitated self-help to increase the range of services to customers and promote Employment Development
Department (EDD) programs and/or services.

Travel may be required for this position.

Percentage | Essential Functions
of Duties

45% Ul NAVIGATOR INTENSIVE SERVICES

Assists customers with the Ul program by providing information on claims, online services (i.e.
Ul Online, AskEDD, ID.me), forms, self-service options and other Ul concerns. Keeps current
with the Ul Program policies and procedures and communicates updates to staff, customers,
and partners individually and/or in groups. May review customer’s work search efforts and
assess their Ul eligibility. Conducts in-depth analysis of customer Ul needs using all available
tools, such as CUBS, HHSDC, CalJOBS and BPO Admin systems to provide information to
resolve or elevate customer questions and/or complaints. Accepts, reviews and routes
complaints to appropriate entity in accordance with the Workforce Services (WS) Complaint
System Manual. Identifies when to direct customers to Unemployment Insurance Branch (UIB)
and facilitates the connection (i.e. ASkEDD, Ul Direct line, Contact EDD). Tracks Ul Navigator
and other services when assisting customers. Submits tracking reports to management
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regularly to identify needs and plan for customer focused services improvements. Records
services in CalJOBS as appropriate.

20% JOB SEEKER SERVICES

Provides facilitated instructions and support to assist job seekers with their Ul mandated
requirement of registering in CalJOBS and required worksearch with priority given to veterans.
Provides staff-assisted Career Services to job seekers and records activities in CalJOBS
and/or other local operating systems. Assesses customer’s skills, barrier(s) and overall job
readiness for referral to appropriate service providers/supportive services according to the
needs identified. Uses CalJOBS and/or other local operating systems to record job listings, job
seeker activites and employer contacts as required.

15% REFERRAL AND ADVISING

Directs customers in a professional and courteous manner to Partner services as needed so
that customers may access other service areas, which may include Disability Insurance,
Employment Tax Services and workforce preparation resources. Provides guidance on how to
complete and /or respond to Ul forms (i.e. “Notice of Ul Claim Filed” or “Notification of Ul
Award”). Provides assistance to customers with physical limitations, registers customers in
accordance with departmental policy. Monitors and mentors customers regarding EDD
resources.

WORKSHOPS/PRESENTATIONS

10% Prepares and makes formal presentations regarding program information, and the benefits to
EDD partners and customers. Develops approved curriculum, prepares materials and
facilitates appropriate workshops. Documents follow-up activities into Ul records, CalJOBS
and/or other local operating systems as appropriate. Ensures customer’s satisfaction through
verbal or written participant feedback.

Percentage | Marginal Functions

of Duties
5% Participates in meetings, work groups, special projects, or focus groups including process
improvement.
5% Performs other duties as assigned.

4. WORK ENVIRONMENT (Choose all that apply)

Standing: Frequently - activity occurs 33% to 66% | Sitting: Frequently - activity occurs 33% to 66%

Walking: Occasionally - activity occurs < 33% Temperature:Temperature Controlled Office
Environment

Lighting: Artificial Lighting Pushing/Pulling: Occasionally - activity occurs < 33%

Lifting: Occasionally - activity occurs < 33% Bending/Stooping: Occasionally - activity occurs < 33%

Other:

Type of environment:
[J High Rise Cubicle [0 Warehouse [ Outdoors [ Other:

Interaction with customers:

Required to work in the lobby Required to work at a public counter
Required to assist customers on the phone Required to assist customers in person
Required to provide virtual assistance as needed

5. SUPERVISION

Supervision Exercised: None
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6. SIGNATURES

Employee’s Statement:
| have reviewed and discussed the duties and responsibilities of this position with my supervisor and have
received a copy of the Position Statement.

Employee’s Name:

Employee’s Signature: Date:

Supervisor’s Statement:
| have reviewed the duties and responsibilities of this position and have provided a copy of the Position
Statement to the employee.

Supervisor's Name:

Supervisor’s Signature: Date:

7. HRSD USE ONLY

Personnel Management Group (PMG) Approval

Duties meet class specification and allocation guidelines. | PMG Analyst initials | Date approved

0 Exceptional allocation, 625 on file. HV 9/29/2021

Reasonable Accommodation Unit use ONLY (completed after appointment, if needed)

If a Reasonable Accommodation is necessary, please complete a Request for Reasonable Accommodation
(DE 8421) form and submit to Human Resource Services Division (HRSD), Reasonable Accommodation
Coordinator.

List any Reasonable Accommodations made:

Supervisor: After signatures are obtained, make 2 copies:

e Send a copy to HRSD (via your Attendance Clerk) to file in the employee’s Official Personnel File
(OPF)

e Provide a copy to the employee
o File original in the supervisor’s drop file
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