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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

PARAPROFESSIONAL JOB DESCRIPTION - 7055
September 1998

POSITION TITLE:
Career Resource/Staff Development Paraprofessional

REPORTS TO:
Site Administrators 

Objective: To assist in providing a variety of staff development activities and student programs in support of the School-to-Career goal, such as assisting in developing integrated curriculum, providing shadowing and internship opportunities and developing business relationships. 

Essential Functions:

1. Works with administrators to develop and deliver school-to-career inservice programs.

2. Assists teachers in developing integrated curriculum.

3. Assists in providing shadowing and internship opportunities for students.

4. Works with the school-to-career committee on activities for students.

5. Assists in providing mentorships, speakers, field trips, service learning activities, and on-the-job training for a variety of career pathways.

6. Assists students in creating and maintaining the Individual Career Academic Plans.

7. Matches students with work-based experiences related to students’ Individual Career Academic Plans.

8. Assists in developing relationships with businesses to provide work-based learning activities for students.  

9. Schedules group tours, meetings and seminars with community colleges and four-year institutions.

10. Develops and delivers presentations to a wide variety of audiences.

11. Guides students in the design of cover letters, resumes, follow-ups and with interviewing skills.

12. Maintains the confidentiality of student information.

13. Completes training programs and attends meetings, as required.

14. Follows established District policies and procedures.

15. Performs other duties as required or requested.

PARAPROFESSIONAL JOB DESCRIPTION - 7055
September 1998

POSITION TITLE:
Career Resource/Staff Development Paraprofessional

Education/Experience: Graduation from High School, or equivalent.  Successful completion of the Basic Skills Test and two years of related experience is required.  College degree preferred.  Must have demonstrated experience initiating and completing multiple activities.
Licensure/Qualifying Standards: None.

Performance: Compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave use, and other scheduled or unscheduled absences); safety; security, disaster and other policies, procedures and practices.  Effective communication skills.

Physical/Environmental Characteristics: Essential duties are routinely performed primarily in an internal classroom or office environment, and/or within the external perimeter of a school campus which includes playgrounds.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.

