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Job Title: Success Coach Department: Workforce 

Reports to: Workforce Director Job status: Non-Exempt 

JOB SUMMARY 

The HopeWorks Success Coach provides referral services and other complex resource information to 
participants in each department within HopeWorks. The work involves interviewing employees to 
identify problems, determining the level of assistance needed, and referring employees to the 
appropriate agency, program or other follow-up service. Responsibilities will require effectively 
communicating with member’s staff of various socio-economic groups as well as other agencies, anti-
poverty workers, all levels of supervisory and management roles and the general public. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
The requirements listed below are representative of the knowledge, skills and/or ability required to 
perform this job successfully. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions.  
The Success Coach works closely with participants to connect them with community partners and 
resources and by helping them to manage life issues to ensure efficiency and effectiveness at work. 

Cultivate relationships across diverse communities to find resources that include education, employment 
skills, financial counseling, capability, physical health/mental health, and stability that are responsive to their 
cultures, identities, and work environment. 
Facilitate regular member meetings to foster relationship building, collaboration, and promote equitable 
services for the people we serve. This includes strengthened relationships with employees, identifying and 
addressing workplace improvements that authentically support employees through implementation of 
equitable and best practices and continued communication strategies at work.  
Participates and upholds the values and process devoted to continuous quality improvement in all 
HopeWorks activities
Develops an employee assistance plan after conducting an oral/written needs assessment and interview, 
considering and advising as to subsequent eligibility documentation. 
Works in conjunction with human resources, supervision and management to help identify employees in 
conflict or distress. 
Creates and updates manuals and/or computer database client files by recording each contact made with 
employees and maintains records for required for follow-up. 
Keeps current files and information of social services available to employees of and provides information on 
how to obtain services. 
Arranges services with providers as required by case notes and plans. Assists  in completing written 
applications for social services, public or private programs when needed. 
Helps recruit participants for workforce programs by developing and delivering publicity and marketing 
materials, distributing and posting recruitment flyers and brochures. 

JOB DESCRIPTION 
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Provides emergency assistance and crisis intervention to employees when necessary. 

Produces data and reports to be presented at HopeWorks board meetings. 

Maintain and manages regular contact with HopeWorks Directors to reinforce and monitor work 
progress and to ensure quality and coordinated and timely service delivered to participants
 Provide ongoing input, information, and materials (as requested) that support internal and external 
communication efforts about programming and opportunities.  
Ability to work well in a team environment with multiple priorities and deadlines. 

Demonstrated ability to maintain employee contacts and track progress. 

Ability to communicate effectively (oral and written) with staff, employees, management , referral sources, 
public and other stakeholders. 
Able to provide own transportation to different work locations every day 

Ability to work with and be sensitive to people from diverse backgrounds 

Ability to attend meetings, trainings and professional development opportunities as required. 

General Operations 

Follow HopeWorks mission to provide and promote positive communication and teamwork 

Performing basic office tasks, such as filing, emailing, data entry, answering phones, processing mailed letters of 
interest, etc. 
Handling communications with clients and vendors via phone, email, and in-person. 
Participate in the continuous quality improvement and data-driven decision-making processes related to current and 
future HopeWorks. Assess the efficacy of programming and to drive programmatic refinements. Ensure adherence to 
data collection requirements. 
Provide ancillary support for other HopeWorks projects by coordinating with and supporting colleagues as needed or 
requested. 
Professionalism 
Strong organizational skills and ability to manage multiple priorities at once 

Ability to work well independently and as a member of a highly integrated and diverse team 

Demonstrated ability to solve problems and manage conflict 

Ability to think and plan strategically Skills 
Knowledge of Microsoft Office applications 

Ability to apply evidence-based practice 

Familiarity and willingness to utilize social media 

Commitment to service 

An understanding of the concepts of institutional and structural racism and bias; and a genuine commitment 
to equity and inclusion 
Ability to build authentic relationships with racial, socio-economic, and gender diverse communities 

An ability to effectively work with people from diverse backgrounds, including age, race, ethnicity, gender 
identity, and lived experiences 
Enthusiastic and positive attitude about changing systems and community perspectives 

 Ability and willingness to work nights and weekends to accommodate employee lives and work schedules 
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EDUCATION & RELATED WORK EXPERIENCE 
Education Level: (minimum & preferred educational requirements necessary to perform this job successfully) 

At minimum, an undergraduate degree in Human Services, Social Work, Counseling, or Human Resources or related 
field. 
Work with limited supervision. 

Years of  Related Work Experience : 
(minimum & preferred related work experience necessary perform this job successfully) 
Two to five years related experience and/or training or equivalent combination of education and experience.  

REQUIRED SKILLS AND KNOWLEDGE   

REQUIRED   PREFERRED 
A strong command of computer skills (Outlook, MS Word, Excel and PowerPoint, 
QuickBooks) is required. Strong written and verbal communication skills. 

X 

Strong organizational and time management skills. X 

Excellent interpersonal skills demonstrating an ability to establish a positive relationship with 
staff, board, community volunteers, donors, etc. 

X 

Demonstrated ability to conduct orientations, training, and HR Relations meetings X 

Must be able to answer to multiple demands from multiple directions simultaneously 
without expressing frustration. 

X 

Able to exercise judgment regarding matters of significance. X 

Deals with confidential information daily and must respect the nature of the data. X 

WORK ENVIRONMENT/PHYSICAL REQUIREMENTS 
(Describe any specific work place conditions and/or physical abilities that are related to and/or required by 
this job) 
The Success Coach will be able to work in an environment that includes constant interaction or contact with others; 
the nature and frequency of this contact varies from job to job. Work conditions in this category may include working 
with customers, making "cold calls" by telephone or in-person, working with people who are hostile or potentially 
dangerous, regular public speaking, answering phones or responding to email. Working in various conditions like 
extreme heat and cold, wet environments. (for public events). It could include extensive office work that requires sitting 
for long periods of time. Being in a climate-controlled environment, wearing masks, and frequent handwashing. 

Job Responsibilities 
The above statements reflect the general duties, responsibilities and competencies considered necessary to perform 
the essential duties & responsibilities of the job and should not be considered as a detailed description of all the work 
requirements of the position. HopeWorks may change the specific job duties with or without prior notice based on the 
needs of the organization.  


