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POSITION DESCRIPTION 

DUTIES AND RESPONSIBILITIES 

POSITION REQUIREMENTS 

Labor Miami Fellow 

Job Description (2021) 

The Miami Foundation builds the philanthropic, civic, and leadership backbone for Greater Miami. Since 1967, the 
Foundation has invested $485 million to strengthen our community with partnerships and contributions from more than 
1000 fundholders and 35,000 donors. The Miami Foundation, which currently manages over $350 million in assets, 
mobilizes donors, nonprofits, leaders, and locals to set a bold vision for our community's future and to invest in a stronger, 
more equitable, more resilient Greater Miami. 

The Labor Miami Fellow administers and coordinates Miami Dade workforce and small business initiatives in accordance 
with the goals and objectives established by the stakeholders, The Miami Foundation, and Public Affairs Director. S/he will 
be responsible for creating sustainable strategies, pursuing collaboration and building relationships that build inclusive 
prosperity in Miami-Dade County. This is a one-year funded full time position with opportunity to continue pending 
community funding. 

 Works with various small business and workforce-related initiatives including Labor Miami, Greater Miami Chamber of
Commerce, and South Florida Anchor Alliance to strategically plan and identify concrete actions in addressing regional
workforce needs

 Serves as the primary point of contact for Labor Miami initiative
 Gathers the necessary labor market, organizational offerings, and education data to keep Labor Miami up to date
 Strategically works with regional partners – including (but not limited to) the Miami Dade County, City of Miami, JP

Morgan Chase, Beacon Council, Health Foundation of South Florida, Florida International University, Miami Dade
College, & Miami Dade Technical College– to achieve workforce development initiatives

 Consolidates and mobilizes the initiatives of various small business and workforce-related organizations. Leads the
primary community workforce and technical assistance organizations through Labor Miami

 Manages the development and implementation of workforce development projects, activities, and events. Develops
project management/organizational tools such as project plans, production timelines, and contact database/lists to
ensure timely and complete project delivery

 Through Labor Miami, provides direct communication to stakeholders about regional business needs related to
workforce and community actions taken to fill critical job openings

 Responsible for supporting the growth and enhancement of the organizations' workforce development programs and
events to enhance regional workforce initiatives

 Promotes awareness of the Labor Miami portal in person through community meetings and virtually through social media
 Promotes and grows the Labor Miami portal by building relationships and solicit data updates from various entities (e.g.,

K-12, higher education, public and private organizations/businesses, etc); compiles and updates data in the website on a
quarterly and annual basis

 Works with industry and sector partnerships to assist with developing, training, and retaining talent
 Presents to counselors and students at middle and high schools in the region on current and projected local, statewide,

and national high-demand occupations, salary levels, and ways to pursue associated training
 Presents to other workforce-related stakeholders in the community on Labor Miami
 Deepens strong relationships with key strategic partners from the public and private sector, academia, and other

collaborating workforce partners

Essential Qualities 
 High school diploma or equivalent education required. Bachelor's degree in business administration, public 

administration, management, education, or related field preferred
 Minimum four (4) years of related experience with community small business and/or workforce initiatives
 Knowledge pertaining to workforce development programs partnered with a strong understanding of workforce 

development services provided to businesses; cooperative ventures, capital resources, business regulatory 
requirements, and industry/labor market information

 Excellent public speaking skills and strong social media knowledge and experience. Experience speaking to 
governing boards, CEOs, high school youth, and hard-to-serve populations preferred

 Ability to establish and maintain effective working relationships by encouraging and facilitating cooperation, 
open communication, and teamwork at all levels of the organization



SPECIFICS 

 Must be able to demonstrate innovative leadership, pursue training and discovery, welcome change, and challenge and 
seek motivation from internal drive rather than external forces

 Availability to work outside of traditional business hours and travel locally across Greater Miami
 Must have strong ability to work independently
 Must be receptive to adoption and application of new and innovative technologies and technological platforms
 Must be proficient with Microsoft Office software including Word, Excel, PowerPoint and Outlook
 Familiarity with Labor Insight is preferrable
 Excellent writing skills and general communication abilities both written and verbal are required
 Robust commitment to diversity, equity and inclusion - We are all about elevating voices, spreading power and 

increasing opportunity for all

This list of essential responsibilities and requirements is not intended to be exhaustive. The Miami Foundation reserves 
the right to revise this job description as needed to comply with actual job requirements. 

 Title: Labor Miami Fellow 
 Position available:  Immediately
 Status: Full Time, Exempt 
 Salary: $42K - $58K, commensurate with experience and qualifications 
 We offer a comprehensive and generous benefits package which includes medical, dental, and vision insurance, a

403(b) retirement plan, flex spending and dependent care accounts, professional development stipend, paid time off,
cell phone stipend and gym reimbursement.

 Please submit resume and cover letter to hr@miamifoundation.org.

The Miami Foundation’s Anti-Discrimination Policy - The Miami Foundation shall not discriminate on the basis of race, 
color, religion (creed), gender, gender expression, age, national origin (ancestry), disability, marital status, sexual 
orientation, or military status, in any of its activities or operations. These activities include, but are not limited to, hiring and 
firing of staff, selection of volunteers, selection of vendors, and provision of services. 

The Miami Foundation practices and champions inclusiveness in our community. We honor the diverse strengths, needs, 
voices, and backgrounds of all members of our community. Candidates from traditionally marginalized communities are 
especially encouraged to apply. 
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