
ST. MARY’S COUNTY PUBLIC SCHOOLS 
EDUCATION SUPPORT PROFESSIONAL POSITION DESCRIPTION 

 
 

 
POSITION:  CTE Career Support Coordinator (Perkins Grant Funded)  
  
REPORTS TO: Principal 
 
LOCATION:  Dr. James A. Forrest Career and Technology Center 
  
NATURE OF THE WORK: 
The CTE Career Support Coordinator facilitates initiatives aimed at leveling and enhancing secondary 
CTE programs. The position works to design, implement, and deliver effective strategies to achieve 
instructional goals, including coordinating and supporting programming that fosters student career 
and college exploration. The CTE Career Support Coordinator works collaboratively with various 
departments, including Finance, Assessment and Accountability, Student Services, Special 
Education, and Human Resources, as well as individual schools' staff and administration, in order to 
ensure seamless integration and maximum impact. 
 
ESSENTIAL FUNCTIONS: 

▪ Ability to professionally relate to and collaborate with co-workers, students, and community 
members 

▪ Ability to understand and maintain confidentiality 
▪ Ability to use technology effectively to complete tasks 
▪ Ability to report to work daily and on time 
▪ Ability to communicate orally or in writing, courteously and tactfully, with staff, students, 

parents, and the community in a timely manner 
▪ Ability to work independently in the absence of detailed instructions and to follow complex oral 

and/or written instructions 
▪  
▪ Ability to analyze data to help direct targeted marketing 
▪ Possess knowledge of CTE curriculum and the role it plays in our school system 
▪ Possess excellent time management skills and ability to take initiative and make decisions 

within assigned responsibility in a challenging, fast-paced professional environment and be 
flexible in work responsibilities and hours, 

▪ Possess knowledge of the programs, policies, and procedures of the St. Mary’s County Public 
School System 

 
DUTIES AND RESPONSIBILITIES: 

▪ Works independently to achieve goals and initiatives and is able to work remotely at various 
schools and office locations throughout St. Mary's County Public Schools in pursuit of Perkins 
goals 

▪ Interacts with staff in various settings, including one-on-one, small groups, and large group 
meetings 

▪ Demonstrates exceptional interpersonal skills, with the ability to reach, advise, and collaborate 
with a wide range of learners and stakeholders, including students, parents, and colleagues 

▪ Conducts periodic assessments of Career Services’ student learning outcomes to help the 
CTE Supervisors make recommendations for improvement 

▪ Analyzes and interprets data to assist with informative decisions on student learning, 
professional development, and other areas 
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▪ Provides support in program implementation and prepares required reporting elements in a 
timely manner, ensuring seamless Perkins project execution 

▪ Coordinates instructional program initiatives in accordance with the Perkins Grant 
▪ Collaborates with School Counselors, College and Career Liaisons, and central office leaders 

to support student postsecondary education and career interests 
▪ Provides coaching and guidance to individual students, school staff, and school teams on 

initiatives identified in the Perkins Grant 
▪ Coordinates bi-annual comprehensive local needs assessment (CNLA) and quarterly 

stakeholder advisory meetings, including but not limited to sustaining a local advisory 
committee of K12, college/universities, business organizations, faculty, students, and parents 

▪ Assists with collaborative team discussions and data-driven decision-making sessions 
▪ Assists in the coordination of instructional program initiatives that align with the Perkins Grant 

requirements, supporting efforts to enhance CTE initiatives and promote student success 
▪ Performs other related and non-related job duties as assigned 
▪ Assists in developing, writing, and implementation of the Perkins Local Plan and Annual 

Performance Report  
 
QUALIFICATIONS: 
Required: 

● High School Diploma or GED 
● Bachelor degree OR four (4) years) of work experience in: 

o Collaborating with SMCPS community 
o Collecting, organizing, and analyzing data 
o Developing reports 
o Job coaching 

Preferred: 
● Bachelor’s degree 

TERM OF EMPLOYMENT: 
Full-time twelve-month position. 
 
SALARY GRADE RANGE: The salary for this position will be based on the EASMC-ESP salary 
schedule for twelve-month seven-hour employees - Range 31. 
 
BARGAINING UNIT ELIGIBILITY: EASMC-ESP 
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