
 

 

              

Tri-County Council for Southern Maryland 

Position Description 

 

Job Title:  Veterans Navigator 

Reports To:  Special Program Coordinator 

Date:  January 25, 2019 

 

POSITION SUMMARY 

This is a professional position under general supervision.  The Veterans Navigator is responsible 

for guiding transitioning service members, recently separated veterans, and military spouses 

through an employment development plan to assist them with finding a job as part of the 

Maryland Corps Career Connect (C3) project. This position, which is based in Lexington Park, 

MD is grant funded and terminates on the last day of the grant period, 03/31/2020. 

Maryland Corps Career Connect is an innovative Department of Labor funded partnership with 

Anne Arundel Workforce Development Corporation and the Tri-County Council for Southern 

Maryland (TCCSMD) that assists transitioning service members, recently separated veterans, 

and military spouses to enter a career.  The initiative is a partnership between five Local 

Workforce Development Boards (WDB).  The program will coordinate services with Maryland 

military installations and veterans’ services organizations in order to assist transitioning 

separating, recently separated veterans, and military spouses.  The Veterans Navigator will 

conduct outreach at partnering military installations and in the surrounding community, working 

in coordination with base Transition Assistance Programs and veteran and military spouse 

programs, to connect with transitioning service members, recently separated veterans, and 

military spouses.  The Veteran Navigator will help to guide these participants through the array 

of services available to them in order to help them to achieve their career goals.  

RESPONSIBILITIES 

Client Support (65%) 

1. Develops and implements participant recruitment and assessment plan targeting 

eligible populations; promotes participation by directly performing outreach, 

enrollment, and follow-up functions. 

2. Works collectively with WIOA Career Coaches, DLLR Veteran Services, and partner 

case managers to refer participants and provide collaborative services to participants.  

3. Liaisons with training providers to facilitate enrollment of training candidates and to 

monitor students’ progress. 

4. Provides direct case management service to training candidates: determines 

eligibility, creates service plan, prepares training contracts, monitors progress, 

mitigates barriers to success, assists with placement after training completion, 

follows-up to ensure retention. 

 

Business Partnerships (10%) 



 

1. Works in coordination with the Corps Career Connect Business Engagement 

Specialist to help develop and implement business outreach plan to identify 

employment and training opportunities with veteran preference. 

2. In coordination with the C3 Business Engagement Specialist, conduct outreach to 

businesses in the region to identify employment opportunities and training needs, and 

coordinate with training programs. 

Community Partnerships (25%) 

1. Fosters ongoing partnerships with American Job Centers (AJC), business services 

staff and career coaches, base Transition Assistance Programs (TAP), Veterans 

services organizations, military spouse organizations, and other community partners 

to develop and maintain a pipeline of eligible program participants 

2. Works with community providers and the VA to assist C3 participants in accessing 

supportive services. 

3. Coordinates and participates in training and outreach events with community partners 

to optimize project participant outcomes. 

4. Collaborates with internal and external partners to increase employment and training 

opportunities with emphasis on retention and career pathways.  

5. Effectively collaborates and communicates with all C3 Veteran Navigators to ensure 

seamless services to participants across the service region.  

Other 

Performs all other duties that may be assigned by the Supervisor and/or Project Director of 

Maryland Corps Career Connect.   

QUALIFICATIONS & REQUIREMENTS 

Education 

BA/BS in Business Management, Social Sciences, Education, Communications, Human Services 

or related field. Coursework/training in project management, marketing, and counseling is 

desirable.  Work experience on a year-for-year basis may be substituted for required post-

secondary education. 

Experience and Knowledge 

3-5 years of non-profit program management experience, preferably involving grant or publicly 

funded workforce programs, with a demonstrated commitment to exceptional program outcomes. 

Prior marketing and fiscal management experience a plus. Knowledge of federal and state grant 

requirements, including eligibility and reporting is desirable. Demonstrable competency using 

Microsoft Office is required. Veteran, military spouse or spouse of veteran preferred. 

 

Skills and Certifications 

Advanced proficiency in Microsoft Office Suite, to include Excel, Outlook, and Power Point, 

must be verifiable. Advanced knowledge of career assessment and counseling techniques. The 



 

position requires excellent organizational skills to include the ability to prioritize work and 

manage deadlines successfully.  Commitment to outstanding service delivery, teamwork and 

client outcomes must be verifiable.  

Functional Requirements 

In order to perform this position effectively, the following work-related requirements must be 

met. Reasonable accommodations may be made to enable persons with disabilities to perform 

job functions successfully: 

1. Communicate effectively - writing, speaking and listening - with a diverse customer 

population, internal and external partners; 

2. Demonstrate the mission and values of TCCSMD in the performance of position duties; 

3. Adapt and navigate in a fast-paced environment committed to exceptional outcomes; 

4. Work collaboratively with team members to ensure that performance goals are 

met/exceeded; 

5. Introduce & describe Maryland Corp Career Connect & other program initiatives when 

appropriate; 

6. Determine business eligibility for the grant; 

7. Monitor Business contracts where appropriate; 

8. Identify job needs/obtain job descriptions (Navigators may create JDs for business); 

9. Conduct/facilitate recruiting events; 

10. Utilize talent pipeline from American Job Centers, TAPS classes, Maryland Workforce 

Exchange (MWE), business referrals, etc.; 

11. Qualify identified candidates; 

12. Enroll in WIOA & collect required documents; 

13. Case manage - enter codes & notes in MWE; 

14. Develop ITPs that offer supportive services to trainees for appropriate periods of time; 

15. Determine need for supportive services (transportation, equipment, uniform, etc.); 

16. Monitor training (start/mid-point/end); 

17. Monitor invoice/evaluation process; 

18. Maintain contact w/business & trainee; 

19. Modify On-the-Job-Training Grants if necessary; 

20. Network w/community partners & local WDBs; 

21. Present Maryland Corps Career Connect initiative at RESEA, ROW, & Job Club events 

& provide attendees with employer hiring incentive letter; 



 

22. Perform job development, as needed within talent pool. 

Physical Requirements and Work Environment 

In order to perform this position effectively, the following work-related requirements must be 

met. Reasonable accommodations may be made to enable persons with disabilities to perform 

job functions successfully:  

 Ability to communicate orally and in writing with all levels of staff, professionals, 

regulators, diverse partners and stakeholders; 

 Ability to multi-task, work in a fast-paced environment, and maintain attention to detail; 

 Ability to maintain a high level of confidentiality relative to financial, personnel, and 

other sensitive matters;   

 Ability to conduct oral presentations to small and large groups; 

 Ability to concentrate in a small office environment in close proximity to meetings, 

conversations, and interruptions; 

 Ability to sit for long periods and work at close vision;  

 Ability to lift up to 30 pounds; 

 The noise level in the work environment is moderate. 

 This position requires a pre-employment criminal background check, and clean driving 

record. 

Salary based on education and experience—$44,457-$49,583. Excellent benefits. 

Send cover letter, resume, salary history and three professional references by February 13, 2015 

to: 

Tri-County Council for Southern Maryland 

P.O. Box 745, Hughesville, MD  20637 

Equal Opportunity Employer 

 


