
 

 
 

JOB ANNOUNCEMENT 

CAREER NAVIGATOR 

 

Title: Career Navigator            Unit: Adult Education & Literacy 
Job Status: Non Exempt   Employee Type: FT-35 hpw - Some nights & weekends 
_______________________________________________________________________________ 

Fifth Avenue Committee, Inc. (FAC) is an award winning 40 year-old non-profit South Brooklyn based 
community development corporation and NeighborWorks America chartered member whose mission is to 
advance economic & social justice.  We do this principally through development and managing affordable 
housing and community facilities, creating economic opportunities and ensuring access to economic 
stability, organizing residents and workers, offering student-centered adult education and literacy and 
combating displacement caused by gentrification.  In addition to our grassroots neighborhood work, we are 
actively involved in City- and State-wide coalitions and campaigns.    

FAC’s Adult Education and Family Literacy unit provides instruction in English for Speakers of Other 
Languages, Adult Basic Education, High School Equivalency and Digital Literacy. FAC serves 600 students in 
20 classes annually at the Adult Education Unit at 294 Smith Street and several locations in Sunset Park, Red 
Hook and Gowanus.  FAC seeks a Career Navigator to support the successful implementation of a new 
English language and workforce development initiative, known as the Sunset Park Bridge Program.  

The Sunset Park Bridge Program (SPBP) is designed to provide a successful onramp for non-native English 
speakers to proven, effective career training programs. The Program offers low-income New Yorkers with 
conversational-level English skills both industry-contextualized English language instruction and a pathway 
to secure a Commercial Driver’s License permit or a certificate for Low-Voltage Cable Installation through 
FAC workforce development affiliate, Brooklyn Workforce Innovations (BWI).  

Working with a small team of passionate individuals, the Career Navigator will be the primary career or 
workforce development counselor and needs assessor for interested applicants and program participants 
and play a critical coordinating role for project staff.  Working closely with program participants, the Career 
Navigator will help individuals access a web of available supports and services through FAC Community 
Services and other partners (e.g. legal, financial, childcare, housing, healthcare and educational); identify 
and address barriers to their participation; and successfully stay on course throughout the program. They 
will guide participants through the process, ensure access to support services, be hands-on in ensuring 
participants meet deadlines and remain well informed about non-classroom tasks, and trouble shoot issues 
as they arise. Finally, they will be the primary advocate for the participant and the communication liaison to 
program staff. 

Responsibilities: 

The Career Navigator is responsible for assisting participants in the successful completion of the 
program. Responsibilities include:  

• Assist in building and executing all aspects of programming up to and in support of 
language and career training including: outreach, intake, enrollment, retention, and 
tracking.  



 

• Identifying and eliminating obstacles that would prevent participants from completing any 
of these stages (e.g., troubleshooting scheduling issues, helping individuals connect to 
necessary resources, facilitating additional tutoring support, etc.).  

• Refer and directly serve participants to address any barriers to successful participation and 
help to shepherd participants through the program. 

• Implement and improve intake procedures including data collection and needs assessment 
and maintain a calendar of all related events from outreach through program completion. 

• Build and maintain relationships with external partner organizations and internal program 
staff to ensure proper and successful referrals of program participants. 

• Execute a range of outreach strategies to maximize the number of eligible participants. 
• Collaborate with instructors and a Program Aide to successfully implement the pilot. 
• Other duties as assigned. 

Qualifications: 

• B.A./B.S. degree or a minimum of 3 years of equivalent work experience required.  

• Experience working with immigrant populations.  

• Multi-lingual – Spanish/English, Mandarin/English a plus.  

• Must be confident and organized.   

• Computer Literacy, proficient knowledge of Microsoft Windows, MS Excel, MS Word.    

• Must be equally comfortable giving and taking direction and working as part of a team.  

• Must possess a strong desire to advocate for immigrants and see a career pathway as an essential 
way of empowering foreign-born individuals. 

• Equal parts participant advocate and program improvement strategist.  Keenly aware of what it 
takes to both build and participate in a program like this.  

• Excellent communicator and listener and problem solver.  

• Strong inter-personal skills and an ability to both make individuals feel at ease and hold them 
responsible and accountable to follow-through on their commitments. 

• Experience in and connections to local workforce development and/or social services in Brooklyn a 
plus.  

• Willingness and ability to work some night and weekend hours.   

Compensation: 

$50-55k annually, commensurate with experience. FAC offers competitive benefits package including full 
health and dental benefits (following a 90-day waiting period), group life insurance, accrued paid time off 
and access to retirement savings and flexible spending plans.  

To Apply: 

E-mail cover letter with resume and salary requirements with “Career Navigator” in the subject 
line by February 14, 2019 to: 

Fifth Avenue Committee, Inc. 
Attn: Brian Mendes  

   621 DeGraw Street 
   Brooklyn NY 11217 
   jobs@fifthave.org 
 
Please, no phone calls!  

Women and people of color and local residents are strongly encouraged to apply. 
FAC is an equal opportunity employer (EEO). 
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