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Career Navigator
Employee Name (Print): _______________________________________

Reports To:

Director of Adult Education
Dept / Campus:
Adult Education and Literacy/Texarkana College


Paygrade: Pro-1
Wage/Hour Status:
Exempt







Created: March 2016
 
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:

Provide services for marketing and recruitment, student persistence, and building partnerships with business and industry
QUALIFICATIONS:
Education/Certification:
Bachelor’s degree from accredited college or university Required
Case management experience preferred.

Bilingual preferred.

Special Knowledge/Skills:
Knowledge of individual needs for educational attainment
Strong consultation skills for conferring with teachers and students

Knowledge of prevention and intervention strategies, including behavior management interventions

Awareness and ability to access community resources

Excellent organizational, communication, and interpersonal skills

Experience:
Two years experience in human services work preferred
MAJOR RESPONSIBILITIES AND DUTIES:

1. Develop, coordinate, and implement recruitment and marketing materials for integrated career pathway program.

2. Strengthen connection with adult education and workforce programs on campus and in community. 

3. Expand network of campus and community service providers, employers, and business organizations.

4. Establish positive and trusting relationships with students.

5. Coordinate and/or provide supportive services to support academic persistence and success.

6. Connect students to college admissions processes, including financial aid, academic advising, and academic and student support services. 
7. Provide information on targeted career and educational pathways and assist students with career research and planning.

8. Assist with employment searches, internships, and job placements.
9. Monitor student progress, attendance, and behavior and meet with students regarding academic progress. 
10. Present and/or coordinate workshops on a variety of topics that supplement and support instructional curriculum.
11. Facilitate student success by creating peer networks. 
12. Foster student accountability, self-advocacy, self-awareness, and effective use of resources.

13. Work collaboratively and maintain regular communication within larger integrated career pathway project partnerships.

14. Develop opportunities for students to gain real-world information and exposure to targeted career pathways. 

15. Attend academic advising trainings, department and division meetings.

16. Maintain system for tracking students and gathering feedback along career and education pathway.
17. Participate in exploring and identifying potential sources of financial and in-kind support.
18. Assemble and update Navigator program resources.

19. Track and report student participation in group and individual sessions with Navigator. 
20. Compile, maintain, and file all required physical and computerized reports, records, and other documents.
21. Comply with policies established by federal and state law, and board policy.
22. Comply with all district and campus routines and regulations.
23. Maintain an accurate knowledge base and comply with state, district, and school policies and regulations concerning primary job functions.
24. Maintain a positive and effective relationship with supervisors, co-workers, students, and community.
25. Model behavior that is professional, ethical, and responsible.
26. Participate in professional development to improve skills related to job assignment.
SUPERVISORY RESPONSIBILITIES:
None
EQUIPMENT USED:

Computer, printer, calculator, fax machine, copier, multi-line telephone system, and other modern office equipment. 

WORKING CONDITIONS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Mental Demands:
Reading; ability to perform basic arithmetic; ability to communicate effectively (verbal and written); ability to instruct maintain emotional control under stress; maintain a clear focus on customer service; 

Physical Demands:

While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the room and/or facility. Duties also require repetitive hand motions; prolonged use of computer; moderate standing, stooping, bending, lifting/transport of up to 50lbs and the ability to work with frequent interruptions. Regular district wide travel; occasional statewide travel.

The foregoing statements describe the general purpose and responsibilities assigned to this job, and are not an exhaustive list of all responsibilities, duties and skills that may be required.
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