Mason County Schools

Job Description

Title:

Vocational Guidance/Job Placement/Student Services Specialist

Location:
Mason County Vocational Center

Qualifications:

1. Must hold Master’s Degree from a accredited college or university and meet State 

requirements for certification as a counselor.

2. Must have 7-12 Certification and the ability to initiate and coordinate recruitment 

efforts with building administrators, for all grade levels, K-12 and Adult.

3. Must have experience in working with:  Tech Prep, High Schools That Work, 

School to Work, and Grant Writing.

4. Must be able to utilize WVEIS and other appropriate Vocational Computer 

software in the performance of his/her duties or be willing to take appropriate training and demonstrate proficiency after a reasonable period of time.

5. Shall be qualified to provide Vocational Guidance/Counseling and Placement 

Services.  These qualifications may be fulfilled by:

· Minimum of one year teaching Vocational Education courses, or 

· Minimum of two years, (full time), wage earning experience in business/industry other than education, (documentation required), or 

· Minimum of six weeks of organized and supervised, business industry exploration required), or 

· Minimum of nine hours of course work in the content areas of: Concepts and processes of career education and Vocational Guidance, assessing Vocational needs, placement and follow-up of Vocational students: and planning/managing Vocational Guidance Services. 

Reports To:
Vocational Director/Principal

Term of Employment:
210 Days
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Performance Responsibilities:

  As defined in State Statute 18-5-18b, the role of the counselor is defined as preventative, developmental, and remedial in nature with special emphasis on working with potential dropouts.

1. Provide leadership in the promotion and operation of adequate Vocational Guidance and Counseling services in the County Vocational School’s programs. 

2. Cooperate with State and County Vocational Personnel and other agencies whose 

programs and services may be utilized in providing adequate Vocational Guidance to youth and adults.

3. Conduct studies, surveys, and evaluation activities to determine the adequacy and quality of the total guidance and counseling programs in the school. 

4. Conduct in school testing program, disseminate, and interpret test results. 

5. Assist with improvement of Vocational Curriculum/Programs through identification of weakness as determined by test results. 

6. Maintain professional work habits, professional skills, and peer relations. 

7. Establish an aggressive student recruitment process which includes working with students Kindergarten through adult, and their parents. 

8. Must be flexible in scheduling to facilitate working with adult students, and parent groups, (five year plan meetings), and to serve on educational committees with business & industry. 

9. Must promote positive public relations for the school at all times. 

10. Must serve as a sponsor for National Vocational Technical Honor Society and assist with various Vocational Student Organization activities. 

11. Serve on Student Assistance Team, Curriculum Team, and School Improvement Council. 

12. Provide placement and follow-up services for Vocational students. 

13. Assist teachers in developing strategies for classroom management and student discipline. 
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14. Conduct required Vocational student follow-up studies, collect and maintain 

student data, and assist Director in preparing reports related to theses activities.

15. Offer individual and group counseling for educational/career planning, and 

provide leadership in planning and implementing career development experiences.

16. Develop and disseminate occupational informational materials designed to provide 

adequate and current information about occupational opportunities and tends.

17. Provide financial aid and scholarship information to college-bound and Vocational 

students in a timely fashion.

18. Identify and refer to specialists or support services, students with special needs and 

abilities.

19. Participate in the I.E.P. and P.A.C. meetings of potential and existing Vocational 

students.

20. Provide services for the prevention of potential drop-outs, and help identify at risk 

students.

21. Assist instructors in identifying individual student learning problems and 

developing remediation plans.

22. Assist Director/Principal in identifying the needs for Adult Post Secondary Classes. 

23. Work cooperatively with the ABE instructors by directing adults to the learning 

center/classes as needed.

24. Provide services for adult students referred by various agencies including: (Dept. of Human Services, WV Workers Comp., Vocational Rehabilitation, Literacy Council, Veterans Administration, and others). 

25. Coordinate adult financial aid programs, (if applicable): Pell Grants, Veteran’s 

Benefits, JTPA, Welfare to Work, Workers Comp. Benefits, and others.

26. Organize a Advisory Committee for Vocational Guidance and Counseling 

Services.

27. Schedule adult evening Vocational and Community Education classes. 

28. Play an active role in the development of customized training programs for   

business and industry.

      29.  Perform other job related tasks as assigned by the Director/Principal.

