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TRI-COUNTY EDUCATIONAL SERVICE CENTER
CAREER CONNECTIONS COORDINATOR-ASSISTANT
 JOB DESCRIPTION


Position: Career Connections Coordinator-Assistant
Reports to: Director of Curriculum /Career Connections Coordinator
Employment Status: Regular/ Fulltime or Part-time
FLSA Status: Exempt 

Description: Assists in coordinating Career Connections Programming for school districts. Individual will work with school districts to develop and implement a career connections policy to plan and coordinate career exploration activities. 

Qualifications: 
• Bachelor’s degree (B.A.) or equivalent from a four-year college or university 
• At least three years related experience 
• Experience in education and/or career counseling 
• Such alternatives to the above qualifications as the Superintendent and/or Board of Education may find appropriate 


NOTE: The below lists are not ranked in order of importance
            
 Essential Functions: 
• Maintains accurate and complete records as required 
• Makes contacts with potential employers to define work force needs 
• Aligns district efforts to ensure consistent and ongoing opportunities for all students 
• Advises students on potential employment opportunities 
• Embeds curriculum strategies that help students link their learning to future careers 
• Engages students in opportunities to discover their career interests, explore pathways and make plans for their future 
• Works with counselors, curriculum supervisors and department heads to integrate linkages to career fields within local curricula 
• Participates in collaborative career exploration with teachers 
• Provides classroom teachers with resource information 
• Leads, trains, supports districts in developing various career related strategies that promote student success 
• Attends meetings and in-services as required 
• Maintains respect at all times for confidential information 
• Provides guidance to students which will promote their welfare and their proper educational development 
• Maintains and improve professional competence 
• Demonstrates knowledge of subject matter and present clear, complete and accurate explanations utilizing a variety of instructional techniques and media suitable to the level of learners 
• Regularly communicates with administrators and teachers 
• Provides career information and job training information to students 
• Promote good public relations by personal appearance, attitude and conversation 
• Attends professional growth seminars, workshops, etc. 
• Works as a liaison between community employers and district schools on subjects related to the employment • 
• Assists students in the development of positive work behavior, attitudes, and money management skills 
Other Duties and Responsibilities: 
• Responds to routine questions and requests in an appropriate manner 
• Makes contacts with the public with tact and diplomacy 
• Interacts in a positive manner with staff, students and parents 
• Promotes good public relations by personal appearance, attitude and conversation 
• Conducts yearly surveys and evaluations if required and/or necessary 
• Serves as a role model for students 
• Counsels, advises, encourages and motivates students 
• Assists classroom teachers in areas such as career awareness, transition to employment, vocational planning and independent living 
• Assists classroom teachers in planning the curriculum as it relates to vocational/occupational instruction
• Serves as a consultant and liaison with community agencies and resources 
• Participates in educational research activities 
• Performs other duties as assigned by the Director of Curriculum 
Required Knowledge, Skills, and Abilities: 
• Ability to work effectively with others 
• Ability to communicate ideas and directives clearly and effectively both orally and in writing 
• Ability to work independently 
• Effective, active listening skills 
• Organizational and problem solving skills 
• Basic computer skills 
• Ability to operate school equipment 
• Commitment to education 
• Record keeping skills 
• Ability to work in a team environment 
Equipment Operated: 
• Photocopier 
• Computer 
• Printer 
• Fax 
• Scanner 
Additional Working Conditions: 
• Occasionally lift, carry, push, and pull various items up to a maximum of 25 pounds 
• Occasional operation of a vehicle in inclement weather conditions, i.e., being prepared to work on all scheduled school days, except calamity days 
• Occasional travel 
• Occasional evening/weekend work 
• Occasional repetitive hand motion, e.g., typing on keyboard 
