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Blueprint for Career Development Coordinator

Job Description

This blueprint is a document laying out the framework for the Career Development Coordinator job description.

Shown on the blueprint are the outcomes and services that the Career Development Coordinator will be expected to accomplish.  The blueprint illustrates the units, competencies, objectives, and the hours that each CDC decides are appropriate in their annual plan of work.  Note that some of the objectives are seen as Core and would be expected of all CDCs; others are Supporting activities that may also be chosen.  Space is provided for additional local objectives. 

The blueprint is intended to be used in planning work for the year.  Additionally, it is designed to be the appraisal instrument for a Career Development Coordinator. The following directions will assist CDCs and their administrators in using this blueprint.  For additional information about this blueprint, contact Betty Jo Wimmer, 919-715-9658 bwimmer@dpi.state.nc.us.  

Interpretation of Columns on Blueprints

Heading
Column information

Comp#

Obj.#
Comp=Competency number (three digits); Obj.=Objective number (competency number plus two-digit objective number).



Unit Titles/Competency and Objective Statements
Statements of unit titles, competencies per unit, and specific objectives per competency. Each competency statement or specific objective begins with an action verb and makes a complete sentence when combined with the stem “The Career Development Coordinator will . . .” (The stem appears once in Column 2.) Outcome behavior in each competency/objective statement is denoted by the verb plus its object.



Time

Hrs
Space for Career Development Coordinators to calculate time to be spent on each objective based on their individual schedule, and their individual work setting.



Focus  

Core                 Supporting
Shows the importance of each objective, competency, and unit.  Those marked as Core are expected to be a part of every CDCs plan of work.  Those marked as Supporting will be used based on the work setting and amount of time each person spends as a CDC.

Plan for year 

________           
Each CDC checks those objectives that will be included in the individual’s Yearly Plan of Work.

Evidence           

(
When sufficient evidence is presented to show that the objective has been met, a ( is placed in the column for that objective.  A file of the evidence should also be maintained.

Rating
The rating is completed based on the scale included at the bottom of the blueprint.  An additional sheet is provided for written comments and official signatures.

The Department of Public Instruction provides programs and services without regard to race, creed, color, religion, parental/pregnant status, gender, age, national origin or disability. The responsibility to adhere to safety standards and best professional practices is the duty of the practitioners, teachers, students, and/or others who apply the contents of this document

BLUEPRINT for CAREER DEVELOPMENT COORDINATOR

JOB DESCRIPTION


OUTCOMES AND SERVICES (The Career Development Coordinator will…)
Time Hours
FOCUS
PLAN FOR    YEAR____
Evidence    (
Rating*




CORE
SUPPORTING






















A
ACADEMIC DEVELOPMENT







001.
Preparatory services will be provided to students.







001.01
Coordinate the Career Development process.

X





001.02
Provide leadership for promoting preK-12 career awareness, exploration, and planning.

X





001.03
Introduce students to and assist them with a career focus within a career pathway.

X





001.04
Coordinate the alignment of middle school courses and high school courses of study for workforce development education students.

X





001.05
Assist students with postsecondary opportunities.


X




001.06
Assist students in leadership development.


X






















B
CAREER DEVELOPMENT







002.00
Case management coordination will be provided.







002.01
Provide educators with access to career development information, occupational information, and labor market information needed to assist students with educational and career plans.

X





002.02
Assist students with identifying and obtaining career assessments and interpreting the results.


X




002.03
Assist students with analyzing personal career goals. 


X




002.04
Provide students and parents with access to career development materials, occupational information, career guidance and counseling activities, and labor market information needed to make effective educational and career plans.


X




002.05
Assist students with managing their career portfolio.


X






















003.00
Transitional services will be provided.







003.01
Involve students in experiences designed to enable them to make smooth transitions from one level of education to another, and from school-to-work or further education and training.

X





003.02
Promote the advantages of workforce development among students, parents, and all segments of the community to facilitate the appropriate placement of workforce development concentrators.

X





003.03
Promote the use of current technology for career research.

X























004.00
Business, industry, and education partnerships will be coordinated.







004.01
Serve as a liaison with the business, industry, education and military community.

X





004.02
Maintain and publicize career development resources.

X























 C
PERSONAL/SOCIAL DEVELOPMENT







005.00
Promotional activities will be facilitated.







005.01
Assist students with developing skills needed in the workplace.

X





005.02
Provide information to students, parents, educators, and community members about career development.

X





005.03
Coordinate support services to enable students to successfully complete programs leading to high school graduation.


X




005.04
Deliver presentations about promising career development practices to local, state, and national audiences.


X




005.05
Coordinate career development media coverage.


X






















*Rating:

4 = Above Standard:  Performance is consistently high.  Practices are demonstrated at a high level.  CDC seeks to expand scope of competencies and undertakes additional appropriate responsibilities.

3 = At Standard:  Performance within this function area is consistently adequate/acceptable.  Practices fully met all performance expectations at an acceptable level.  CDC maintains an adequate scope of competencies and performs additional responsibilities as assigned.

2 = Below Standard:  Performance within this function area is sometimes inadequate/acceptable and needs improvement.  CDC requires supervision and assistance to maintain an adequate scope of competencies and sometimes fails to perform additional responsibilities as assigned.

1= Unsatisfactory:  CDC requires close and frequent supervision in the performance of all responsibilities.
Overall Rating:______________________

Evaluator’s  Summary Comments ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Career Development Coordinator’s Reaction to Evaluation

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

___________________________________






__________________________________________

Evaluator’s Signature/Date








CDC’s Signature/Date 

(Signature indicates that this evaluation













has been received and reviewed).

