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SUPPORTING STUDENT SUCCESS




Perkins Career Preparation Specialist
Job Opening ID: 570448
Date Posted: 11/29/10
Close Date: 12/12/2010 

Job Description:  The Perkins Career Preparation Specialist manages all aspects of federal Perkins IV legislative requirements for disbursements of secondary Basic and Tech Prep Grants to schools and Career and Technical Education (CTE) districts including submission of required annual, biennial and improvement plans and reports.  Incumbent conducts programmatic, performance and fiscal monitoring of grant recipients including conducting site visits and also oversees all Perkins state leadership contracts - including assistance in writing RFPs and RFCs, monitoring results and budgeting. Incumbent provides assistance to schools regarding Internship, Cooperative Education and other work-based learning programs, assists with the Government and Public Administration career clusters, coordinates the CTE Awards for Excellence program, participates in required site visits, and manages other college and career preparation projects and duties as assigned.  The purpose of this work is to improve student academic achievement, graduation rates and attainment of dual credits, industry-recognized credentials or technical certificates.  
General Duties:  
This position involves (but is not limited to) the following specific duties and responsibilities:
Perkins Planning Process Management 
· Coordinates the federal Carl D. Perkins IV Career and Technical Education (CTE) Act local planning process and subsequent distribution of federal funds according to federal and state requirements.
· Prepares, distributes and approves Area CTE District five-year Local Basic Grant and Tech Prep      grant applications including requests for annual amendments and budget modifications.
· Maintains and updates all federal Perkins program records for state allocation according to fiscal      accounting requirements.
· Stays abreast of changes to Perkins and state CTE legislation and fiscal requirements and provides      oversight and guidance to the Department on changes.
· Coordinates and conducts all fiscal and program monitoring, including site visits, for grant recipients.
· Evaluates and monitors grant recipient's mid-year and final reports for compliance and progress in     reaching specific student performance indicators.
· Provides Perkins-related training and technical assistance to CTE districts and district directors.
· Manages and monitors all Perkins state leadership contracts and provides assistance to staff in writing RFPs and RFCs.
· Communicates with IDOE Finance Office on state and federal CTE budgets and maintains all required budgets, forms and reports.
· Develops and implements required Biennial Plan.
· Prepares annual CAR report for USDOE.
· Promotes understanding and knowledge of federal legislation related to career & technical education 

Curriculum and Pathway Assistance 

· Serves on the Division's Academic Achievement Team.
· Assists with the College and Career Pathways project to develop sequences of secondary and      postsecondary courses in the Government and Public Administration content areas and career      clusters. 
· Serves on related industry boards and tasks forces, as needed, that directly affect Indiana students   interested in College and Career Pathways.
School Assistance 

· Coordinates state leadership of Internship, Cooperative Education and other work-based learning      courses and programs.
· Coordinates CTE Awards for Excellence program.
· Provides information and assistance to school and area district personnel in interpreting rules/policies and other requested areas in this content area.
· Performs other duties as assigned.
Qualifications:  
Bachelor's Degree or higher and three years professional work experience (preferred) in business, accounting and/or finance fields.  Experience with and knowledge of Career and Technical Education programs and Perkins funding, legislation, and programs (including knowledge of Tech Prep, Basic Grants, and state leadership funds) strongly preferred.  Incumbent should also be able to:

· Manage budgets, contracts and detailed state budget and financing paperwork.

· Maintain accurate and detailed record keeping and accounting systems.
· Organize and manage multiple projects simultaneously, meeting expectations and deadlines for each.
· Communicate effectively (both orally and in writing) with groups of varying age levels and    backgrounds, including students, parents, teachers, administrators, postsecondary and    business/industry representatives.
· Develop/implement action plans, including budgeting and accounting of assigned projects. 
· Work cooperatively as a team member with other CTE and IDOE staff.
· Design and review applications submitted for funding local curriculum and professional    development activities.
· Provide state-level leadership by serving as a resource to schools throughout the state, area    career and technical education districts, and other agencies and/or groups.
· Provide consultative services to local school and district personnel in such areas as: equipment, instructional materials, facilities, curriculum, professional development activities, rule    interpretation, waiver requests.
· Utilize available technologies to prepare documents, conduct research, and design strategies for adaptation/adoption of innovative programs and curricula.
· Design/implement professional development activities for teachers, counselors, and   administrators.
· Travel as required by the position
APPLY NOW

Visit the State Personnel Job Bank at http://www.in.gov/spd/2334.htm by December 12, 2010
