
 
 

 

Job Posting 

Recruitment Intake Specialist 
 
 

The Organization 
The North Lawndale Employment Network’s mission is to improve the earnings potential of people in North 
Lawndale and surrounding communities through innovative employment initiatives that lead to economic 
advancement and an improved quality of life. 
 
For two decades, North Lawndale Employment Network (NLEN) has served residents of Chicago’s North 
Lawndale and nearby West Side communities, delivering employment services to those with significant 
barriers.  Since our founding in 1999, NLEN has established a network of caring staff offering job training and 
job skills certifications that open doors to family-sustaining wages; and help soften the stigma of having a 
criminal record or of being poor, and provide pathways to jobs and prosperity. 
 

The Opportunity 
The Recruitment and Intake Specialist is a full time, exempt position that functions in a fast-paced work 
environment with dedication to NLEN’s mission and the people we serve. This position develops relationships 
with businesses, individuals, schools and other organizations interested in utilizing the North Lawndale 
Employment Network’s (NLEN) programs and services. This position interfaces regularly with the NLEN 
leadership team and reports to the Program Manager for the Financial Opportunity Center.  You will... 
 

 Maintain effective relationships among community residents, stakeholders and partners to strengthen 
community support of NLEN programs 

 Conduct outreach presentations and events to educate community residents on resources and 
programs that NLEN offers 

 Serve as an ambassador of the mission of NLEN in the interaction with current partners 
 Attends relevant community meetings; participate in relevant councils and committees  
 Facilitate the NLEN intake process and help clients with the onboarding process 
 Provides pre-enrollment screening and assessment of program applicants to determine their suitability 

for participation. 
 Administer pre-enrollment assessment (CASAS, Northstar, I-Pathways) 
 Assist program team with enrollment process and graduation 
 Communicate with potential participants to schedule intake interview or retest appointments 
 Track, compile, and maintain data for referral sources, client origins, and orientations for NLEN use and 

distribution 
 Document all participant and employer contact, activities, and outcomes in Salesforce 
 Responsible for collection and compilation of necessary data and information relating intake  
 Plan and participate in program staff team meeting and professional development activities 
 Demonstrate excellent customer service both internally and externally 

 

Who You Are 
You hold a Bachelor Degree in Business Administration, Hospitality Administration, or a related field 
2+ years of  Customer Service experience 



You  have Strong interpersonal skills – able to problem solve “people” issues and respect a variety of 
personalities, learning styles and working and communication styles.   
You have strong spoken and written communication skills 
You have a basic understanding of Microsoft office Suite software applications (MS Word, Excel) preferred. 
You can pass a drug screening  
You are flexible and able adapt to changing priorities and ability to multi-task 
You possess a strong work ethic and willingness to learn 
You are detail oriented and able to work independently 
You have a car and valid Illinois driver’s license with required insurance 
 

Why You Should Apply 
 Opportunity to be a part of an organization with demonstrated leadership within the community 
 To boast that your work helped shape the future of our clients by helping to increase their livelihoods 

and quality of life  
 To enjoy the competitive benefits we offer to include:   

1. Group health, dental, and vision insurance  
2. Compensation dependent upon experience and qualifications 
3. 401(k) plan  
4. 12 Paid holidays  

 

Salary  

$50-$55k 

 

To apply, please forward your resumé and cover letter to careers@nlen.org. 


