Job Description

Position Title	Professional/Technical Education Manager	2016.101
Department	Education
Compensation	DOE


Summary of Duties and Responsibilities
The role of the Professional Technical Manager is to support and advance the goals, objectives, and activities of the Native American Professional Technical Education, Adult Vocational, WIA adult, and WIA youth programs; insure high school students, GED graduates and/or community members receive college credit for on the job training, enter a postsecondary professional-technical education program or National Accredited Apprenticeship program to meet the current and future Coeur d’Alene Tribe workforce needs. Provide oversight for the daily operations of the NACTEP, AVT, and WIA programs.
Assesses the academic preparation of incoming students and advise accordingly 
Participate in IEP and other special meetings for high school students 
Create an intensive advisory program for high school CTE students 
Assists in creating and teaching in the high school advising program 
Assists in Monitoring and maintaining the computer lab and classrooms 
Host college nights (college applications, financial aid, etc.) for students and families 
Develop college, career and success programs for high school students 
Enrolls and monitors the status of students in Professional /Technical programs, STRAP, National Apprenticeships, or internships 
Directs unprepared students into a “foundational” courses to prepare the student for program entry 
Establishes internships for middle school students, high school students, GED graduates and community members 
Presents to various groups, e.g. high school, GED, community, and Tribal businesses STRAP, Professional Technical programs, and National Accredited Apprenticeships 
Gathers data for semi-annual and annual NACTEP reports, and for other various reports as need for the Department of Education 
Assists high school, GED, community members and Tribal employees in seeking financial aid, completing the NACTEP application, postsecondary applications, etc. 
Creates and maintains a database of NACTEP, AVT and WIA clients for follow-up and mailings 
Assists in identifying Professional/Technical instructors for the AAS course offerings 
Serves as a member of the NIC Business Advisory Committee 
Creates and maintains a database of employers to assist in placing interns 
Makes contacts with Tribal businesses to facilitate placement of interns 
Manages and administers the Compass, soft skills, and career inventory and acts as the initial contact for NACTEP clients
Plans, assists and/or advises teachers in teaching the 9-12 career clusters courses and creates career exploration activities for high school students 
Disseminates Career Clusters to GED and community members and provide career counseling 
Assists in designing a marketing plan for new AAS degrees 
Markets the dual credit and AAS courses offered at the Coeur d’Alene Tribe Institute 
Communicates with high school students, parents, faculty, counselors, and district personnel to provide information and answer questions regarding all aspects of professional technical education 
Maintains NACTEP website and solicits feedback on content 
Develops and maintains relationships with high school, college faculty, business owners, and state officials to foster enhancement of program 
Establishes and maintains annual NACTEP, AVT, and WIA budgets based upon required activities and performs all purchasing function following the Coeur d’Alene Tribe procedures 
Works collaboratively with other Coeur d’Alene Tribe Department of Education programs (e.g. ABE, HED, etc.) regarding educational services 
Maintains a positive, helpful, constructive attitude and work relationship with supervisor, high school staff, college staff, students, parents, and community members 
Performs other duties as assigned 
Minimum Qualifications
Bachelor’s degree and a minimum of three years’ experience in either an elementary, middle, secondary or post-secondary setting required. Knowledge of Professional Technical Education and business experience are strongly preferred
Idaho Teaching License is strongly preferred 
Valid driver’s license
Ability to read, analyze, and interpret documents and other information 
Ability to write business correspondence and original reports 
Ability to solve practical problems
Ability to interpret, identify, assess, or diagnose a variety of information furnished in written, oral, diagram, or observed and to plan approaches that respond to problems or challenges 
Ability to find solutions by weighing alternatives and developing action plans
Proficient level in Excel and competent skill level in operation of personal computer and associated peripherals, Windows, MS Office, email, Internet and design applications. Must have basic ability to operate copier and fax machine
Ability to sit and use fingers and hands to type/keyboard and/or handle materials for long periods
Able to stand, walk, reach with hands and arms and lift up to 20 lbs
The employee is occasionally required to lift educational equipment and resources
The vision requirements include close vision
Ability and willingness to maintain absolute confidentiality of sensitive information
Ability and willingness to develop an excellent attendance record.
Must not have been convicted of a felony involving dishonesty within the past five years.
An applicant may be asked to participate in an interview to establish whether he/she meets the minimum qualifications. Interviews do not create a right to employment and provide no promise or guarantee of employment with the Tribe.
The Coeur d’Alene Tribe reserves the right to hire according to its Indian Preference Policy. Applicants are subject to a pre-employment drug test and at-random testing following employment. Positions with the Coeur d’Alene Tribe are subject to a 6-month orientation period.
[bookmark: _GoBack]To apply, submit a tribal application and resume no later than 4:00 pm on the closing date to: Human Resources Department, P.O. Box 408, Plummer, ID 83851. For more information, visit our website at www.cdatribe-nsn.gov  or call 208-686-4068.
Sign below stating you have read the above job description and fully understand the qualifications, duties and responsibilities required of this position. Return this job description with the application and your resume.
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