ELK GROVE UNIFIED SCHOOL DISTRICT

CLASSTITLE: SCHOOL-TO-CAREER SPECIALIST

BASIC FUNCTION:

Under the direction of the Director-Career and Educationa Options, assst the Director in planning,
coordinating and implementing School-to-Career and workplace education activities, provide curriculum
support to students and Didtrict personnel; coordinate supplementd learning programs and summer school
activities.

ESSENTIAL FUNCTIONS:

Assg the Director in planning, coordinating and implementing School-to-Career and workplace education
activities; organize and develop career enhancing programs for students.

Provide curriculum support to sudents and Didtrict personnd; revise curriculum and supplemental materias
as appropriate; develop School-to-Career education curriculum according to established guiddines and
procedures; participate in the development of related standards and procedures.

Coordinate supplementd learning programs and summer school activities; monitor progress of summer
school activities.

Assg the Career and Educationd Options department with establishing and maintaining loca business
partners, participate in community outreach activities.

Edtimate annud attendance and income for supplementary programs; review actud atendance figures and
compare with projected attendance figures.

Communicate with Didtrict personnd, students, parents and the community to exchange information and
resolve issues or concerns, coordinate flow of communications at secondary summer school Sites.

Prepare and maintain a variety of records and reports related to assigned activities, prepare various
catalogues and indexes for faculty use; prepare various brochures, manuals and forms as assigned.

Attend and participate in assigned meetings, in-services and committees; coordinate and participate in
Career and Educationd Options meetings and a variety of specia events.

Initiate requisitions and perform related accounting duties as assigned; estimate expenditures as needed.

Operate avariety of office equipment including a computer and assigned software.



School-to-Career Specialist - Continued Page 2

Disseminate information and gpplications related to grants.
Perform related duties as assigned.
DEMONSTRATED KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Policies and procedures of School-to-Career and workplace education activities.
Didrict curriculum and ingtructionda programs.

Organization of supplementa learning programs and summer school activities.

Ord and written communication skills.

Applicable laws, codes, regulations, policies and procedures.

Interpersond skills using tact, patience and courtesy.

Record-keeping and report preparation techniques.

Operation of standard office equipment including a computer and assigned software.

ABILITY TO:

Assg the Director in planning, coordinating and implementing School-to-Career and workplace education
activities.

Provide curriculum support to students and Digtrict personnd.

Coordinate supplementa learning programs and summer school activities.
Communicate effectively both ordly and in writing.

Learn Didrict organization, operations, policies and objectives.

Learn department and program objectives and gods.

Establish and maintain cooperative and effective working relationships with others.
Meset schedules and time lines.

Plan and organize work.

Maintain records and prepare reports.

Operate standard office equipment including a computer and assigned software.
Maintain consstent, punctua and regular attendance.

Move hands and fingers to operate a computer keyboard.

Hear and speak to exchange information.

Seeto read avariety of materials.

EDUCATION AND EXPERIENCE REQUIRED:

Any combination equivaent to: bachelor's degree and three years secondary classroom teaching
experience.

LICENSESAND OTHER REQUIREMENTS:

Vdid Cdifornia Secondary Teaching Credentid with mgor in avocationd subject area

QOctober, 2001
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WORKING CONDITIONS:

ENVIRONMENT:
Office environmernt.

QOctober, 2001



