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HUMAN RESOURCES / EMPLOYEE COMPENSATION

POSITION CLASSIFICATION - 1004

January 1998

POSITION TITLE:
Manager, School-To-Career

REPORTS TO:
Assistant Superintendent for Administrative Services

Objective: To direct programs and curriculum, manage staff, and coordinate business and community resources to successfully prepare and transition students from school to careers.

Essential Functions:
1.
Directs programs and curriculum, manage staff, and coordinate business and community resources to successfully prepare and transition students from school to careers.

2.
Recruits schools, businesses and community members for five advisory boards; and develops articulation agreements with businesses and post-secondary institutions.

3.
Implements and coordinates the five (5) Programs of Excellence (POE) [Arts & Humanities; Math, Science & Medicine; Business & Finance; Law and Government Systems; Telecommunications & Technology]: assists in writing integrated curriculum and newly designed courses; structures POEs with community, higher education and business input; and plans and organizes Career Explorer groups, and the Technology Lab. 

4.
Develops a work-based experience component for specifically for the 10th grade, or other grade levels, as required or requested.

5.
Attends and participates in various meetings, events or organizations, and takes a leadership role on designated district committees, as required or requested, including but not limited to: Pupil Support Services Committee; Attendance Committee; Collaborative Decision Making Committee (CDM); SIAC; Public Education and Business Coalition’s (PEBC) Career Advisement Committee; Arts-to-Career Board; Executive Advisory Board; Mayor’s Office of Employment and Training; Community College of Denver; Junior Achievement; Youth Fair Chance; Tech Prep; Urban Rural Opportunity Grant (UROG); and related STC efforts.

6.
Conducts home visits, encourages students to improve attendance and achieve STC goals. 

7.
Coordinates speaking engagements for students and faculty on School-to-Career topics.

8.
Develops and maintains effective and diplomatic relations with vendors and consultants, and negotiates for services, materials, equipment, products and supplies, as authorized. 

9.
Confers with department manager(s) on issues, concerns, and resolutions.

10.
Develops STC program training for students, faculty and staff, which includes but is not limited to: Critical Friends Groups (CFG); National School reform Faculty concepts; STC concepts; ACT Explorer and related career and academic assessment tools; and teacher externship experiences. 

11.
Designs and plans the STC budget, designated program activities and, upon approval, implements as directed.

12.
Collaborates with peers to plan and implement program goals and objectives.  Provides visionary approaches on the use and application of business technology.

13.
Coordinates the writing of the STC Business Plan and School Improvement Plan.

14.
Serves as the coordinator for the Facility Manager in building maintenance and operations.
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15.
Writes and publishes promotional and informational documents for STC.

16.
Provides counseling services to STC students, as required or requested.

17.
Conducts site visits for student interns and complete evaluations.

18.
Plans and organizes student job shadowing experiences.

19.
Prepares college and scholarship applications and, when appropriate, writes letters of recommendation.

20.
Maintains a state-of-the-art knowledge of computer hardware and software technology particular to business management systems.

21.
Provides regular activity and status reports to senior management.

22.
Performs other related duties, including special projects, as required or requested.

Education/Experience: Bachelor’s degree in Business Administration or equivalent. Demonstrated experience evaluating, monitoring, purchasing, maintaining and upgrading business operation systems.  Three (3) or more years of related business administration experience, with a particular emphasis on diffusion of new or innovative technologies.  Demonstrated knowledge of managing various business activities in a distributive, networked environment.  Demonstrated hands-on experience working with students, and expertise in instructional design, development and evaluation.  Demonstrated knowledge of data processing hardware and software, systems and techniques, including: MS-DOS; Windows 3.x; Windows 95; Windows NT; Macintosh OS; Solutions for Government (SFG) financial software; Microsoft Word, Microsoft Excel; Filemaker Pro; CC:Mail for Windows and/or Mac OS; PageMaker; and PhotoShop.

Licensure/Qualifying Standards: None.
Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; customer/member services; safety; security, disaster and other policies procedures and practices.  Demonstrated effective and diplomatic oral and written communication skills.  Performance is limited to the scope of essential duties and responsibilities. 

Physical/Environmental Characteristics: Essential duties are routinely performed in a general office work environment and regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines and other business office machines and equipment.  Essential duties may involve: occasional kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing (to stack, store or retrieve supplies or various office equipment weighing from 10 pounds to 30 pounds), as directed.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

