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MANPOWER PROGRAMS COORDINATOR (ESC) 
 
This is lead/coordinative work in the direction of a small team of consultants engaged in the 
development of contracts and manpower programs requested by CETA prime sponsors and provided 
through the Employment Security Commission. Employees in this class serve as either a team leader 
of manpower programs regional representatives or as the contract administrator for the entire unit. As a 
team leader, the employee monitors the activities of consultants who have responsibility for CETA 
programmatic and contractual activities within a defined geographical area. The employee analyzes 
program data to ascertain adherence to contractual obligations and program goals; employee also re-
commends and implements actions needed to correct deficiencies. 
As contract administrator, the employee is responsible for assisting in the formulation of goals, 
objectives and policies governing the contracting aspects of the agency's participation in federally 
funded manpower programs. The employee also develops methodology for pricing ESC costs related 
to program services and activities. 
The team leaders and the contract administrator report to the Manpower Programs Supervisor III. 
 
I. DIFFICULTY OF WORK: 
 
Variety and Scone - The team leaders monitor all manpower programs within the region assigned and 
may have direct involvement in any contractual, budgetary, or programmatic issue which arises. The 
contracts administrator examines all contracts for' compliance purposes and has minimal involvement 
in the on going activities related to programmatic consultation. 
 
Intricacy - Work requires the resolution of the more complex problems relating to contract development 
and programmatic consultation. Analysis requires consideration of service needs, availability of 
resources, and interpretation of guidelines and standards provided in the rules, regulations, and 
procedures relating to Federal manpower programs. 
 
Subject Matter Complexity - Work requires an in-depth understanding of rules, regulations, practices, 
and procedures governing the contracting aspects of manpower programs. Work also requires 
considerable knowledge of Federal, State, and local laws as they relate to manpower programs, the 
costs of various manpower activities, the objectives and operations of Employment Security programs, 
and the labor and economic conditions in the State. 
 
Guidelines - Federal and State laws, DET Forms Preparation Handbook, Federal Forms Preparation 
Handbook, Prime Sponsor Plans, Manpower Programs Unit Handbook, CETA regulations and 
Department of Labor issuances are the primary guidelines. Interpretation is frequently required; 
however, the employee has direct access to team leaders, and management for assistance. In addition, 
bulletins and internal memoranda provide clarification on issues affecting the total organization. 
 
II. RESPONSIBILITY: 
 
Nature of Instructions - Initial assignments emanate from the supervisor; subsequent work is 
self-planned and performed independently. Specific guidance may be received in unusual 
circumstances when follow up is needed to resolve local office problems or when the prime sponsor 
has a specific contract request which deviates from the norm. 
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Nature of Review - Work is reviewed, on an on-going basis, through the analysis of field reports, 
progress reports, conferences, and informal discussions to ensure compliance with established policy 
and procedures and consistency with goals and objectives outlined in the work plans.  Local prime 
sponsors review all contracts initially. New or unique situations receive close consultative review and 
supervisory guidance. 
 
Scope of Decisions - work has direct affect on the providers and recipients of all ESC manpower 
programs in the region assigned. 
 
Consequence of Decisions - Decisions affect the level of funding and content of ESC manpower 
programs. Errors could result in audit exceptions, repayment of funds, or loss of contracts. 
 
III. INTERPERSONAL COMMUNICATIONS: 
 
Scone of Contacts - Contact is with agency employees, Prime Sponsors' staffs, employees of 
Department of Community Colleges, and regional advisory councils. 
 
Nature and Purpose - Contacts are made for the purpose of solving any on-going problems which may 
require conflict resolution, negotiation, or policy interpretation, and which may occur when contract or 
program guidelines change. 
 
IV. OTHER WORK DEMANDS: 
 
Work Conditions - Travel throughout the assigned region is necessary. Work is performed in an office 
environment. 
 
Hazards - Employees are subject to normal driving hazards. 
 
V. RECRUITMENT STANDARDS: 
 
Knowledges, Skills, and Abilities - Considerable knowledge of federally funded manpower programs, 
rules, regulations, and guidelines. General knowledge of ESC objectives, organization and programs, 
social and economic conditions throughout the state. Ability to organize, plan, and coordinate an 
effective system for the delivery of contract services to Prime Sponsors on a statewide or regional 
basis; to interpret, apply and communicate program policies, procedures, and regulations; to plan, 
assign, and coordinate the work of professionals; to establish and maintain cooperative working 
relationships with the community, state, and federal agencies, training and educational facilities, prime 
sponsors, and manpower planning boards and councils. 
 
Minimum Education and Experience - Graduation from a four-year college or university and four years 
experience in manpower programs administration, employment service activities, personnel or public 
administration, or a related field; or graduation from high school and eight years of experience in the 
above or related fields, including at least two years at a professional or administrative level; or an 
equivalent combination of education and experience. 
 
Special Note - This is a generalized representation of positions in this class and is not intended to 
identify essential functions per ADA.  Examples of work are primarily essential functions of the majority 
of positions in this class, but may not be applicable to all positions. 


