SOUTH BRANCH 
CAREER & TECHNICAL CENTER






JOB DESCRIPTION

Director of South Branch Career and Technical Center 

Qualifications: 
· WV Certification and licensure as a Career and Technical Educational Administrator.
· Master’s Degree in education required.
· Experience in CTE Fiscal Management 
· CTE Onsite Administrative experience preferred (5 + years)
· Trained in evaluation of school personnel in accordance with WV Code 18-A-2-12.
· Demonstrated success in educational leadership. 
· Demonstrated proficiency in written and verbal communication.
· Demonstrated ability to collaborate with secondary and post-secondary institutions.
· Successful experience as a teacher
· Knowledge of best practices relative to Simulated Workplace curriculum and instruction environments/school improvement
· Ability to work cooperatively/effectively with students, staff, parents, and public
· Excellent interpersonal skills and organizational abilities
· Knowledge/skills to utilize WVEIS/WVEIS on the WEB and/or like Systems
· Outstanding work habits/attributes
· Thorough knowledge of the Employee Code of Conduct
· Ability, knowledge, skills, core beliefs, expertise, and passion to provide leadership and to execute the responsibilities of the position. 
· Additional Minimum Requirements: Applicants who have recent unsatisfactory evaluations will not be considered eligible for consideration; applicants who demonstrate unsatisfactory interview performance are not eligible for consideration; and, applicants who receive unfavorable reference recommendations will not be eligible for consideration.
· Additional Minimum Requirements for Applicants Not Currently Employed: Applicants who have been dismissed or who have had their contracts non-renewed for cause by another school district are not eligible for consideration; 
· The ability to perform the job duties and responsibilities of the position as contained in the Job Description, with or without reasonable accommodation
Accountable to: South Branch Career and Technical Center’s Administrative Council
DUTIES AND RESPONSIBILITIES:
1. Provide purpose, goals, and direction for SBCTC.
2. Provide instructional leadership and support.
3. Monitor student progress and lead school improvement initiatives.
4. Assure a school climate conducive to teaching and learning.
5. Administer and monitor school fiscal practices within state and county policy.
6. Establish good public and employee relations.
7. Evaluate personnel under his/her supervision.
8. Oversee/ensure appropriate CTE Teacher certification 
9. Manage the school plant and facilities.
10. Perform all other duties necessary for effective school performance as assigned by the Administrative Council.
11. Report to the South Branch Career and Technical Center Administrative Council as per state code and policy.
12. Assume responsibilities for cooperatively developing a meaningful school philosophy, mission and culture that reflects the functions and objectives of the school.
13. Oversee the day-to-day operations of the South Branch Career and Technical Center which serves Grant, Hardy and Pendleton counties.
14. Develop and implement 21st Century technical educational programs for secondary and adult students which reflect the most current educational research and practices which are responsive to current and projected labor market information.  Make necessary recommendations to the council.
15. Oversee student ACE Program 
16. Facilitate cooperative working relationships with area businesses and industry, including relevant programming as needed.
17. Recommend, supervise, and evaluate personnel employed by the Administrative Council.
18. Create and maintain lines of communication with staff; facilitate communication between staff and council.
19. Prepare an annual budget for implementation of technical center programs and services.
20. Direct all expenditures within the budget and other Administrative Council authorizations.
21. Provide the instructional leadership to develop the best possible learning environment for all students.
22. Coordinate and collaborate technical center programs and operations within cooperating counties, post-secondary institutions, and other stakeholders.
23. Coordinate cooperation with higher education institutions, including Community and Technical Colleges, ensuring the opportunity of technical center students to earn EDGE credit.
24. Supervise the preparation and implementation of the South Branch Career and Technical Center’s Strategic Plan including the LEA Annual Plan for Technical and Adult Education Programs and Services.
25. Prepare School Building Authority MIP/Needs projects, etc., on behalf of the Administrative Council.
26. Oversee all construction and repair projects, including all preparatory tasks required.
27. Supervise maintenance of facility, including securing the services of licensed contractors when necessary.
28. Ensure the accurate and timely preparation and submission of all local, state and federal documents and reports.
29. Develop, coordinate, and implement a public relations program directed toward students, parents, staff, boards of education, craft/advisory committees, LSIC, businesses and industry, and the general public.
30. Plan with staff and faculty open house, orientation, and similar activities involving parents and the general public.
31. Oversee the documentation and implementation of a comprehensive program of staff development activities for instructional and non-instructional staff.
32. Promote the integration of career and technical student organization activities into the instructional program.
33. Organize a Local School Improvement Council and work cooperatively with craft/advisory meetings.
34. Arrange for use of facilities by outside groups in accordance with council policies.
35. Maintain a complete and accurate file of school records, reports, and personnel information.
36. Engage in research activities pertinent to long range planning of the operation of the Center.
37. Act as secretary for the Administrative Council and attend all council meetings.
38. Ensure continued academic progress.
39. Perform other duties as directed by the Administrative Council.
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