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Hello Everyone: I’m Nicole Simmons, a Technical Assistance Coach with YouthBuild USA.  Today I am sharing with you about Staffing and On-boarding New Staff. 
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Here are the objectives for this webcast: 
Objective #1 
Learn the required DOL YouthBuild staff positions and their essential duties.
Objective #2
Learn the common mistakes Grantees make with staffing their programs, and some tips on how best to avoid them. 
Objective #3
Learn a STARTER LIST of on-boarding and professional development requirements for new and existing staff, respectively.
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First let’s look at: 
What does it take to have a winning TEAM?

Start with the END in MIND- You must create a picture of what a successful staff looks like that will help your students reach their goals at the end of your program- What are the qualities, skills sets, mind sets, team supports, modes of communication, leadership style?  Build a team on what you need to be successful—don’t base it on personality alone.  
· Match skill set and experience with what the staff position and students will need to meet goals 
· Conduct more than one interview. Team interview 
· Does the person you’re considering for the position have a personal mission that lines up with the program/organization mission or are they just looking to get a job? 
· Success Story: Project Youthbuild 
A key success component has been investing in staff as a program strategy for this Grantee.
They also have a commitment to cross train their staff 

What essential staff do you need to work part-time over the life of your grant? What staff do you need to work full-time over the life of your grant? 
Hiring recommendations: 
· Develop job descriptions with performance measure and program goals in mind.  
· Don’t skip the onboarding process because you are in a rush. 
· Give yourself plenty of time to hire staff. 
· Do check job references. 
· Make sure your potential candidate understands role and responsibilities. 

Essential Responsibilities: I will share 3-5 key responsibilities. 
Program Manager: 
Job Developer/Placement Specialist: 
Case Manager: 
Other Key Positions: 
Academic Instructor 
Construction Manager/Trainer
Other Vocational Trainers 
These positions may be partnered, and so job descriptions, responsibilities, and SUPERVISION are essential to communicate (MOU).
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We know that wisdom also comes from knowing what not to do. Let’s take a look at some of the Common Mistakes that happen in programs. 

Good program planning is also being mindful of what could go wrong. 
Here are some mistakes that programs have made with staff and some tips to help you avoid these. 

Mistake #1 – One person does the work of two key positions. For example: The Case Manager is also a Job Developer; Program Manager is also a Job Developer; Job Developer is also a Case Manager. Unclear roles create stress, lack of focus, and the potential for staff turnover due to staff feeling overwhelmed. 

Tip #2 – These positions are required for your grant, and each one must be filled by a different person. 

Mistake #2- Beginning the program cohort without key essential staff in place. 

Tip #2 – Set to hire these positions first.  If hiring is taking longer than anticipated, identify a partner in your community with whom you could establish an MOU to fill staffing gaps.  Note: Make sure to train new staff. 

Mistake #3- Lack of training new staff due to the new staff member’s previous experience.

TIP #3 – Take each new staff through your program training.  Your YouthBuild Program has its own unique and way of doing things.  During training is an opportunity to instill the values, systems and process in your program. 

Other Tips: 
· Work closely with your fiscal department and Federal Project Officer to ensure funding for staff is available throughout the grant. 
· Conduct regular fiscal meetings to make sure you are on track. 
· Conduct regular work performance evaluations: Meeting with staff (monthly, bi-monthly, quarterly) one on one open conversation to review position and program expectations, staff successes, challenges and areas for growth and support, and identify any training needed. 



· Don’t be afraid to fire staff who are not working to meet program deliverables, bringing the team and program morale down, and/or compromising program policies and youth trust. 
· In the interview process, keep resumes on file of potential candidates who were good candidates, but just didn’t get hired at the time.  In the event you have to fill a position, you can have a pool of possible people who you can call upon. 
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Next, let’s look at: 
What does every new YouthBuild staff need? 
· Conduct a STAFF MENTAL TOUGHNESS 
· Review copy of job description 
· Training in understanding YouthBuild Model, Recruitment and youth Mental Toughness 
· Training data management 
· Review of statement of work 
· Review of performance measures and how their positions contribute to the overall goals 
· Review of program policies and procedures 
· Review of YouthBuild Community of Practice/Workforce GPS
· Time to plan for their particular area of responsibility – Create space in your program schedule for each staff to have planning time to think through the activities they will do with students.  
· ACCESS to resources that support their area of focus. Be sure that each staff has access to resources that will help do their job well. Computers, Log-in access, YouthBuild resources community of practice, partner and community resources. 
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Moving forward we need to ask:
What can programs do to consistently develop their staff?
· Attend DOL YouthBuild Peer to Peer trainings 
· Connect with other YouthBuild Programs for cross- training opportunities 
· Attend webinars on program component specific areas 
· Participate in technical assistance coaching 
· Plan fun teambuilding time outside of program (i.e. bowling night, dinner outing, escape room) 
https://youthbuild.workforcegps.org/resources/2014/08/21/10/10/staff-motivation
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As we close: Here are 3 Key Tips and Questions to Keep in Mind

Begin with the end in MIND: You must create a picture of what a successful staff looks like that will help your students reach their goals at the end of your program- What does your winning team look like? 
Take the time to onboard each new staff, don’t make short cuts: How can you set your staff up for success? 



Make staff development a priority put in on your program calendar: How can we keep our team strong?
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Here are points of contact to ensure your success: 
Federal Project Officer 
DOL YouthBuild Technical Assistance Coach
DOL YouthBuild Technical Assistance Team 
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In closing, you don’t have to recreate the wheel to have a successful staff and program.  Take advantage of all the resources available to you as you build a strong team and a strong program. 

Here is are some Recommended Resources that will provide a wealth of knowledge and training opportunities to assist you with Staffing and On-boarding New Staff.

Here are you will find: 
YouthBuild Community of Practice – Is your YouthBuild Encyclopedia
Starting Out Strong – what do you during your grant period 
Staff Mental Toughness Training Agenda – is tool to help you set up training for your new staff
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These resources will provide sample job descriptions and staffing for placement tool kit 
Case Manager/Transition Coordinator 
Academic Teacher 
Construction Manager 
Staffing for Placement Toolkit
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Here are additional resources that you can use to understand the work styles and strengths of your staff. 
Behavioral Job Interview Questions
Staff Motivation

Again, I am Nicole Simmons, DOL YouthBuild Technical Assistance Coach, and thank you for attending this webcast on Staffing and Onboarding New Staff! Have a successful grant! 
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