	Bell County Board of Education
Job Description 

	Division/Department:  SPECIAL NEEDS:  DISTRICT-WIDE  POSITION   

	Job title:                       CBWTP Student Employment Coordinator

	Responsible to:

Directly responsible to the Teacher(s) of Moderate and Severe Disabilities, Secondary Level

Supervised by the Principal, Director of Special Education, and Superintendent 

	Funded:

This position is funded by general fund and the district is reimbursed for billable services by the Department of Vocational Rehabilitation.

	Code:  7873
	Type of position:

( Full-time 180 Days
( Safety Sensitive
	Fair Labor Standards Act 

( Exempt

( Nonexempt

	Duties and Responsibilities:

1. Works with IDEA eligible students, family members, classroom teachers, and others to discover potential career interests and various job possibilities available in the community.
2. Coordinates student evaluations to discover student competencies, interests, relevant vocations (including kinds of work previously unconsidered) as well as learning about the impact of students’ disabilities and related support needs. 

3. Completes timely written vocational evaluation reports, and assists with development of students’ IPEs (Individualized Plan for Employment – through Department of Vocational Rehabilitation (DVR).  
4. Works with employers and students to develop personalized jobs.
5. Provides consultations for business personnel related to specific instruction and support needs of individual students -- promoting instruction by those who typically provide training, and supplementing employer training as needed.

6. Provides follow-up services to promote job advancements and continuing success of students.

7. Maintains necessary records for the local school system and the Department of Vocational Rehabilitation.  Keeps current and complete information regarding each student in student notebook/file and the student’s due process folder.  
8. Completes and submits year-end program data report promptly.

9. Works in concert with students and their parents/guardians, classroom teachers, vocational liaisons or Special Education Coordinators, and DVR Counselors.  

10. Generates billable time consistent with the annual budget application. 

11. Provides transportation according to district's policies and procedures.

Requirements:  

Candidates should be flexible and resourceful people, and possess high expectations for the inclusion of students with disabilities within the community workforce. The job also requires strong verbal and written communication skills, knowledge of the business community, and the ability to adapt to various work environments. Candidates should either possess a CDL or be willing to obtain this within one month of employment in this position. 



	Education Requirements

· At a minimum, the position requires a high school diploma or GED. Education, business, or a training background is preferred.


	Approved by:               Bell County Board of Education
Revision Date:             Approved August 16, 2005        


