22

ALEXANDER CITY SCHOOLS
JOB DESCRIPTION

JOB TITLE:  Director of Career and Technical Education
REPORTS TO:  Director of Secondary Schools; BRHS Principal
SUPERVISES:  Career Tech Staff
QUALIFICATIONS:

1. Valid Alabama certification in Administration and Supervision
2. Career/Technical Certification

3. Minimum of (3) three years of vocational teaching experience

KNOWLEDGE, SKILLS AND ABILITIES:

1. Expertise in the design and evaluation of curriculum for vocational or community education. 

2. Knowledge of current trends and best practices in vocational and community education. 

3. Ability to follow school laws, rules, policies and procedures. 

4. Excellent verbal and written communication skills
5. Strong interpersonal skills

PERFORMANCE RESPONSIBILITIES:

1. Continuously appraise and evaluate the total career and technical program to achieve the established goals of providing the opportunity for students to prepare for gainful employment.

2. Maintain current knowledge of all pertinent rules and regulations affecting career and technical education.

3. Advise and assist in obtaining state and federal funds for career and technical education programs.

4. Assume responsibility for the collection, review and submission of all forms and reports relative to vocational education to local, state, and federal agencies.

5. Supervise assigned personnel, conduct annual performance appraisals and make recommendations for appropriate employment actions.

6. Coordinate the program evaluation process for the total career and technical program. 

7. Work to identify and define local job opportunities and the role of the schools in meeting those needs.

8. Coordinate all work-experience programs in the schools.

9. Arrange and direct inservice education for the career and technical staff of the school system.

10. Supervise career and technical program to ensure the State Course of Study requirements are met.

11. Recommend equipment purchase, repair, and disposal for all career and technical programs.

12. Make recommendations for long-term adjustments, changes, additions, and deletions in the career and technical program to meet changing job trends and needs.

13. Maintain close working relationship and coordinate activities and discipline with administrators of the schools.

14. Assist in identifying special needs of students and with the writing, implementation, and evaluation of the Individual Education Plans (IEP).

15. Direct guidance activities to assist students in career and technical course selection and occupational choice and decision making.

16. Conduct activities designed to create awareness of careers and career potential.

17. Participate in career and technical education and other conferences, workshops, and inservice meetings designed to provide professional skills and competencies as assigned.
18. Interact with parents, outside agencies, businesses and community to enhance the understanding of system initiatives and priorities and to elicit support.

19. Keep supervisor informed of potential problems or unusual events.

20. Serve on system, state or community councils or committees as assigned or appropriate. 

21. Assist in the interpretation of programs, philosophy and policies of the system to staff, students, parents and the community.

22. Work closely with system and school staffs to support school improvement initiatives and processes.

23. Develop or assist in developing the department budget and monitor its implementation as required.

24. Develop annual goals and objectives consistent with and in support of system goals and priorities.

25. Assist in implementing the system's goal and strategic commitment.

26. Utilize appropriate strategies and problem solving skills to make decisions regarding planning, utilization of funds, delivery of services and evaluation of services provided. 

27. Teach Career & Technical Education classes at Benjamin Russell High School, as assigned by the principal, but not to exceed more than one-half of the school day.

28. Perform other duties/tasks consistent with the goals and objectives of this position.

PHYSICAL REQUIREMENTS:

N/A

TERMS OF EMPLOYMENT:

Salary and benefits shall be paid consistent with the system's approved compensation plan. Length of the work year and hours of employment shall be those established by the system.

EVALUATION:

Evaluation of job performance will be conducted in accordance with the current requirements set forth by the Alabama State Department of Education and the policy of the Alexander City Schools.

It  is the policy of the Alexander City Board of Education that no person shall, on the grounds of race, color, disability, sex, religion, creed, nationality, origin, or age be excluded from participation in, be denied the benefits of, or be subjected to discrimination under program, activity, or employment.  
Signature: ______________________________________________ Date: _________________

Approved by Human Resources: ____________________________ Date: _________________
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