
 

 
JOB SUMMARY:  
 

Job Title:  2-1-1 Workforce Navigator Hours of Operation: M-F 8am to 5pm 

BACKGROUND 
South Sound 2-1-1 (SS211) is a comprehensive information and referral service that assists Pierce, 
Thurston, and Lewis County residents with community resource information that can best meet their 
needs.  Currently, South Sound 2-1-1 receives almost 80,000 requests for assistance each year. 
Highly trained Information and Referral Specialists (I&R) connect callers with programs that can assist 
with food, housing, legal issues, and rent/utility payments. In addition to general information and 
referral services, SS211 is also the One-Call, One-Click Center for transportation resources, a partner 
in the coordinated entry system for homeless services and a partner in workforce development 
services in Pierce County. 

 
JOB SUMMARY:  The 2-1-1 Workforce Navigator will play an integral role in implementing a common 
referral system for workforce services. The Workforce Navigator will manage referrals through the 
technology platform, maintain relationships with partners, and work directly with individuals needing 
services. 
The 2-1-1 Workforce Navigator provides advocacy, assessment, and follow-up to callers requesting 
workforce services and assist callers in accessing services while being empathetic and objective.  
This position includes a high level of responsibility. The Workforce Navigator will participate in 
applicable project management and community work. 

 
ESSENTIAL FUNCTIONS:   

 Utilize the referral system used by workforce partners 

 Engage/Support clients needing workforce services 

 Engage workforce service providers, gain first-hand knowledge of community services/resources, 
and develop working relationships.  

 Advocate for and follow-up on callers requesting workforce services. 

 Assess caller’s needs and provide appropriate information and referrals.  

 Compile statistics on caller needs and referrals producing monthly reports and annual analysis 
related to workforce resources   

 Assist 2-1-1 Data Manager maintain accurate and current information on agencies and programs 
providing workforce services. 

 Assist train and mentor new staff.  

 Attend community meetings to learn about other agencies and their services, to foster 
collaboration, and to provide information and marketing materials to promote our services. 

 Assist in maintenance of historical records. 

 Attend outreach events and fairs as needed.   

 Participate in 2-1-1 Call Center staff meetings and trainings. 

 Participate in disaster drills and exercises 

 
 
 



OTHER FUNCTIONS: 

 Participate as directed in UWPC events such as: community celebrations, teambuilding activities 

 Other duties as assigned. 
 
WORKING CONDITIONS: 

 Daily work performed at 211 Call Center 
 
WORK SCHEDULE: 

 Annual work calendar 

 Weekends, holidays, evenings and graveyard shifts may be required during surge staffing/disaster 
events. 

 
MINIMUM QUALIFICATIONS:  

 Work/Volunteer Experience:  Two years of related work and/or volunteer experience 

 Education:  Associates Degree – An additional two years of closely related work experience may 
be substituted for Associates Degree requirement    

 Ability to effectively self-direct priorities and time management 

 Self-starter, innovative, flexible, and open to change. 

 Ability to demonstrate leadership, professionalism, and collaboration when working with 
community leaders, local organizations, and the 2-1-1 team 

 Ability to communicate and work effectively with individuals with diverse backgrounds, needs, and 
communication styles 

 Ability to use office equipment and automated systems/software, including database experience 

 Excellent written and oral communication skills. 

 Must be incredibly reliable. Being on time for work and maintaining regular attendance is essential 
 

DESIRABLE QUALIFICATIONS:  

 Professional and/or personal experience with, or knowledge of, Pierce County workforce services 
and resources 

 Experience with information and referral systems and processes, especially call centers and 
phone referrals  

 Ability to develop informative and persuasive written materials 

 Bachelor’s Degree in social services or human services 

 AIRS Certified Information & Referral Specialist (CIRS) designation.  
 

 
 

Please submit a cover letter, resume, and application to Dennise Cervantes at 
Dennisec@uwpc.org   
 
In your cover letter, please include your reasons for wanting to fill the Workforce Navigator 
position, and why you believe you would be effective in this role.  

 

This is a contract position ending March 2022. 


