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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

PARAPROFESSIONAL JOB DESCRIPTION - 7056

February 1999

POSITION TITLE:
Tech Prep Resource Specialist Paraprofessional

REPORTS TO:
Site Administrators, Career and Technology Education Office

Objective: To provide educational support and connecting activities for students enrolled in Tech Prep pathways at designated comprehensive high schools.

Essential Functions:

1. Recruits students for the Tech Prep pathway through individual and group contact.

2. Provides career planning opportunities for students to explore their career interests through a variety of assessment options.

3. Prepares and maintains records (portfolio) for each Tech Prep student.

· Creates a four-year plan for each student.

· Ensures that each student follows the plan of study.

· Accumulates portfolio/resume and related information for each student

· Creates and maintains a database for all Tech Prep students

4. Assists students with college testing information (ACT & SAT), application completion, and information on scholarships and financial aid.

5. Arranges and coordinates enrichment activities for Tech Prep students: 

· Seeks business shadowing/internship/employment situations

· Works with community colleges to create and arrange individual experiences and group seminars.

· Makes arrangements for college visits.

· Initiates presenters for Tech Prep students’ meetings

6. Provides reports to meet grant requirements.

7. Creates or continues a Tech Prep Advisory Committee consisting of business representatives, school personnel and students; facilitates meetings.

8. Creates a Tech Prep Center for students to receive help with career and/or educational concerns during high school.

9. Orders supplies/materials.

10. Plans and conducts inservice training for school personnel.

11. Assists certificated teacher club advisors of vocational student clubs as needed.
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12. Initiates, coordinates and monitors work-based learning sites for students

13. Arranges and monitors student transportation to and from work-based sites.

14. Maintains a log of coordinator communications and activities with students and site supervisors.

15. Assists in providing program orientation to students and parents.

16. Assists in providing orientation and mentorship information for site supervisors.

17. Provides job related learning/training seminars for students.

18. Provides adult supervision for group excursions

19. Serves as a contact person for receiving concerns, providing information, handling referrals, and assisting with the implementation of school-to-career programs.

20. Maintains close contact with vocational and academic teachers and counselors.

21. Periodically evaluates student progress.

22. Acts as a liaison between the business community, students, parents, counselors and teachers.

23. Represents the school and district at meetings related to Tech Prep.

24. Maintains the confidentiality of student information.

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

26. Follows established district policies and procedures.

27. Performs other duties as required or requested.

Education/Experience: Graduation from High School, or equivalent.  Successful completion of the Basic Skills Test is required.  Some college 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. Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.

