
 

 
 

Business Service Representative 
 
Who We Are 
Second Chance is a place where justice involved San Diegans go to find hope, purpose and opportunity. 
Offering eight evidence-based programs, each staffed by a dedicated team of caring professionals, 
Second Chance is regarded throughout the greater San Diego area as a leader in helping formerly 
incarcerated and justice involved citizens successfully reintegrate into society. 
 

What We Do 
Second Chance helps hundreds of formerly incarcerated youth and adults receive the services they need 
to find a better path through job readiness training, case management, counseling, and transitional 
housing programs.  We are dedicated to our mission of “disrupting the cycles of incarceration and 
poverty to help people find their way to self-sufficiency.” Services may include; needs assessments, case 
management, counseling, supportive services, conflict resolution, behavior modification and job 
placement.  
 
We believe that everyone, regardless of their past, deserves the chance to shape a stronger future for 
themselves, their family, and their communities. This is achieved by living our CARES values. 

Program Summary 
The Business Service Representative, in collaboration with the Business Service Representative II, 
provides services to all Second Chance programs which have a work readiness component. Such 
programs may include the Job Readiness Training Program, STRIVE Fresh Start, Reentry Court Program, 
STRIVE Future Leaders Reentry Project, WIOA Youth Program, The Youthful Offender Rehabilitation 
Program, and The Youth Garden.  

Who We’re Looking For 
Business Services Representative, Full Time 
We’re looking for smart, compassionate, and resourceful change-agents with a passion for inspiring 
others to better themselves.  To be successful, you’ll have to be a loyal and dedicated critical thinker; a 
creative problem solver who doesn’t shy away from challenges and takes pride in everything you do. 
You believe anything worth doing is worth doing right, every single time. If you don’t know the answer, 
you’ll dig to find it. You love people. You enjoy leading others. You value diversity and embrace change. 
 
The Business Service Representative, reports to the Job Readiness Training Program Manager. This role 
is responsible for job placement of Second Chance Participants; including monitoring individual job 
search activities, interviewing skills, referrals for employment opportunities., developing and 
maintaining employer relations, and collecting and tracking workforce data. The Business Services 
Representative is also responsible for facilitating a five (5) week employment preparation course for 

https://www.secondchanceprogram.org/our-mission/


those individuals in custody in the Youthful Offender Units (YOU) at both East Mesa and Kearny Mesa 
Juvenile Detention Facilities. This includes pre-employment training and providing ongoing job 
development and support to youth as they transition into the community. 
 
This position is responsible for a wide range of activities to include but are not limited to: 

• Responsible for placement of all eligible participants to meet agency employment placement 
objectives. 

• Ensure participants are compliant with federal and Agency employment eligibility 
documentation 

• Develop, review and critique participant job search related documentation (resumes, cover 
letters, applications, etc.); Conduct placement follow-up calls 

• Develop and deliver curriculum on job interviewing and employment search techniques; 
organize and conduct "mock interviews" for participants 

• Establish and maintain relationships with guest speakers for participation in agency activities 
• Recruit, maintain, and develop relationships with potential employers in the community 
• Administer intake assessments to prospective participants as needed 
• Assist in organizing events such as job/community resource fairs and recruitment events 
• Develop and monitor post-graduate job search activities (Internet, Faxing, Help Wanted ads, 

etc.) 
• Use Motivational Interviewing techniques and positive communication when working with 

participants   
• Data collection, tracking, and reporting of information related to participants' employment 

activities 
• Assist Second Chance staff with projects, which promote agency programs, events and 

fundraising as needed 
• Follow all Agency policies, processes, and procedures. 
• Perform duties and responsibilities in a safe manner and per the Agency's health and safety 

policy. 
 

What Skills Do You Need? 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
The requirements listed below are representative of the knowledge, skill, and/or ability required: 

• Reasoning Ability: Ability to solve practical problems and deal with a variety of complexities in 
situations where only limited standardization exists 

• Ability to interpret and communicate a variety of instructions furnished in written, oral, 
diagram, or schedule form 

• Computer Skills: Proficient in Microsoft Office Suite.  
• Knowledge of Social Solutions Apricot is desirable  
• Equipment: Computer, fax, scanner, printer, copy machine and multi-line phone. 
• Language Skills: Must be able to speak, read, and write in English. 

 
Qualifications 

• Knowledge of workforce issues, local labor markets and employment hiring methods and the 
ability to make judgments using knowledge or experience 

• Ability to exercise discretion when dealing with matters of significance and consequence that 
affect the clients and the Agency 

• Strong organization, presentation and communication skills 



• Ability to facilitate curriculum related to employment search 
• Ability to work with minimum supervision and to participate as a team member 
• Ability to work and communicate directly with a diverse clientele staff 
• Ability to establish and maintain cooperative and effective working relationships internally and 

externally 
• Must meet background and security clearance guidelines for access to correctional facility 

access. 
• Proficient in Microsoft Excel, Access, Word and Internet research  

 
Education 

• Bachelor's degree in human resources management, business or other relevant field.  A 
combination of relevant college coursework, specialized training (certificated program) and a 
minimum of two years’ experience performing similar duties and responsibility may substitute 
for a college degree. 

 
What We Offer 
Purpose.  Many places will offer you a job. At Second Chance you will change lives. Our work is that 
rewarding. It is what makes our employees stay and others return.  
 
Job salary and benefits… 

• This position is non-exempt (hourly), full-time, 40  hours/week. The rate of pay is $ 20  per hour.  
• Employer paid medical and life insurance for employees 
• Vacation and Sick Leave benefits 
• And more! 

 
If you are seeking a rewarding career where you can make a meaningful difference alongside a world-
class team, then Second Chance wants you. Join us.  
 
We’re committed to giving justice-involved individuals a Second Chance.  
 
Are you? 
 
To apply, please email a cover letter and resume with a list of three professional references with “BSR” 
in the subject line to jobs@secondchanceprogram.org 
 
Second Chance Program, an equal opportunity employer, values the diversity of our workforce and the knowledge of our people.  
Second Chance Program will not discriminate against an applicant or employee on the basis of race, color, religion, national origin, 
ancestry, sex/gender, age, physical or mental disability, military or veteran status, genetic information, sexual orientation, gender 
identity, gender expression, marital status, or any other characteristic protected by applicable federal, state or local law.  Auxiliary 
aids and services are available upon request to individuals with disabilities. 
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