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Collaborate with teachers, counselors, educational institutions, community agencies and businesses to develop
college and career opportunities; provide college and career information through classroom presentations and
workshops to students and staff and serve as a resource regarding career and college readiness information. This
may include events focused on college awareness, graduation requirements, applications and financial aid, career
exploration, and employability & job readiness skills.

Support or facilitate college and career exploration plans at the site level for all grade levels.

Provide support to teachers in the implementation of college and career technical education; assist in career
integration across curriculum.

Attend a variety of workshops, meetings, trainings, and conferences to maintain current knowledge of graduation
requirements, college entrance and financiai aid requirements, career technical education development, and
pathway development.

Perform related duties as assigned.
QUALIFICATIONS:

The District determines whether a candidate is qualified based on fulfillment of prerequisites, relevant work
experience, ability to perform the essential functions, reference checks, effective interpersonal and communication
skills demonstrated by interview performance and/or writing samples, and achievement on performance-based
assessments (if applicable) that demonstrate the candidate possesses the requisite knowledge, skills and abilities.
Meeting prerequisites only satisfies the initial screening process and does not indicate the candidate is qualified to
perform the essential functions of the position.

KNOWLEDGE OF:
Career technical education
Federal, state, and District policies and mandates related to work scope

Procedures, methods, techniques, and strategies utilized in dealing with sensitive school and community probiems,
issues and concerns

Community interest, concerns and attitudes related to educational programs of the District
Diverse academic, socio-economic, cultural, ethnic, and disability backgrounds of District students
Correct English usage, grammar, speliing, vocabulary and punctuation

Record-keeping techniques

Telephone techniques, systems and etiquette

Interpersonal skills using tact, patience, and courtesy

Computer software, hardware, and related technology

ABILITIES TO:

Interpret, apply, and explain rules, regulations, policies and procedures related to workscope

Provide information regarding school or District programs, procedures, activities, rules and regulations related to
work scope

Monitor and assist with various coliege and career readiness programs

Communicate with children and adults of different racial and cultural backgrounds

Work collaboratively and think creatively within a team

Understand and follow oral and written directions

Communicate effectively in English orally and in writing

Establish and maintain effective working relationships among students, parents, District staff, and the community
Meet schedules and timelines

Work confidentially with discretion
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Operate personal computer, related software, District software, and other office equipment
PREREQUISITES

Associate of Arts Degree or its equivalency required (2 years of similar and relevant work level experience = 1 year
of college). A combination of experience and education may be used to meet the AA Degree requirement;
however, the work experience years used to qualify for the AA Degree requirement cannot be used to meet the
work requirement.

Four (4) years of relevant experience working in college and career technical and academic education or related
experience

Bilingual skills preferred, but not required

Valid California Driver’s License, if applicable

PRE-EMPLOYMENT | OCESS:

Employment eligibility will include fingerprints, tuberculosis and/or other employment clearance
WORKING CONDITIONS

ENVIRONMENT:

Office environment, school site; driving a District vehicle to conduct work; fast-paced work; constant interruptions;
potential contact with blood and other body fluids; potential contact with bloc borne pathogens and
communicable diseases; and potential violence from unstable individuals

PHYSICAL REQUIREMI 'S:

Consistent mental alertness; sitting or standing for extended periods of time; lifting, carrying, pushing, and puiling
light to moderate weight objects; bending and twisting at the waist, reaching overhead, above the shoulders and
horizontally; dexterity of both hands and fingers while performing duties; seeing to read, write and use the
computer; hearing and speaking to exchange information, in person or on the telephone, and make presentations.

NON-DISCRIMINATION POLICY:

The Oakland Unified School District does not discriminate in any program, activity, or in employment on the basis
of actual or perceived race, religion, color, national origin, ancestry, age, marital status, pregnancy, physical or
mental disability, medical condition, genetic information, veteran status, gender, sex, or sexual orientation.





