
Eastside Neighborhood Employment Center 
Summer “Learn and Earn”Program Recruiter 

 
 
 
Job Title: Recruiter, Pittsburgh Summer Learn and Earn Program (multiple positions) 
 
Compensation:  Negotiable based upon experience of applicant 
 
Start Date:  March 5, 2018 
 
Status: 30-40 hours/week 
 
Submit resume and cover letter to:  Amber Epps, Chief Operations Officer, 
Bloomfield-Garfield Corporation at amber@bloomfield-garfield.org. 
Deadline to apply: February 23, 2018 
 

Background: 
 
The Eastside Neighborhood Employment Center (ENEC), a program of the 
Bloomfield-Garfield Corporation (BGC), is managing the recruitment phase of a summer 
internship program for youths between the ages of 14 and 21. The BGC will be a contractor to 
Partner4Work, formerly the Three Rivers Workforce Investment Board,  and the City of 
Pittsburgh in identifying youths whose families meet certain income requirements and who 
wish to participate in the Pittsburgh Summer “Learn and Earn” Program. The ENEC will assist 
each youth in completing an on-line application and submitting all supporting documentation 
to Partner4Work to qualify for the program. 
 
Job Summary: 
Each recruiter will guide potential participants in completing the application process, help            
coordinate promotional mailings, visit Pittsburgh high schools, conduct phone canvassing, and           
work a flexible office schedule to maximize the success of the recruitment efforts. Applicants for               
this position should be creative, highly motivated, self-directed and personable, with a passion             
for engaging with young people coming from disadvantaged backgrounds. 
 
This position will run through the end of May, with the potential for extended employment to                
August 17th, based on job performance and the BGC’s selection as a contractor to implement               
the actual program. 
 

mailto:amber@bloomfield-garfield.org


Duties/Responsibilities: 
 

1. Coordinate a recruitment campaign to attractpotential participants for the 
PittsburghSummer Learn and Earn program, to includeregistering applicants for the 
program, and conducting visits to Pittsburgh-area high schools, various community 
events, and youth serving organizations to identifyand gain the interest of potential 
participants. 

2. Assist families in submitting copies of all documents required to confirm the 
eligibility of any applicant to the Learn and Earn program. 

 
3. Partner with other recruitment agencies and the city to achieve a goal of 2,000+ 

completed applications for the Learn and Earn program. 
 

4. Input application data into a Microsoft Access database. 
 

5. Coordinate events at sites in the East End community aimed at promoting the Pittsburgh 
Learn and Earn recruitment campaign. 
 
 

Qualifications: 
 

- Bachelor's Degree—Preferred 
 

- Strong communication skills 
 

- Current (or ability to quickly obtain) Act 33/34 clearances 
 

- Access to a car and a valid driver's license 


