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Workforce Career and Education Outreach Specialist
Job Description

Job Summary
Under the direction of Concho Valley Board staff, the Workforce Career and Education Outreach Specialist serves as the primary resource to provide career guidance, career preparation, and workforce information regarding local labor market and career pathways to students, parents, and school district faculty to assist in preparing Texas students to make educated decisions about career pathways.  

Job Duties
· Provides information on opportunities and training requirements for in-demand
industry sectors and making well-informed postsecondary decisions using TWC
resources (i.e., Texas Reality Check, Texas Career check, etc.) and other existing tools
· [bookmark: _Hlk108070629]Organizes training workshops on using TWC resources, such as the LMI website,
for employment and education 
· Exposes individuals to a variety of career pathways, including pre-apprenticeship
and Registered Apprenticeship Programs (RAPs), technical and/or community colleges, and employment, through presentations, TWC tools, job fairs, and site visits
· Coordinates with local and state workforce services, employers, and educational
institutions to build pathways into pre-apprenticeship and RAPs and encourage
local employers to offer pre-apprenticeship and RAPs;
· Provides career support workshops for students, parents, and guardians
· Fosters employer–ISD collaboration and encourages employers to provide
internship opportunities and serve as mentors
· Encourages partnerships between ISDs and technical and/or community colleges
· Collaborates on annual workshops with subject matter experts within TWC, local
business and industry leaders, chambers of commerce, and technical and/or
community colleges to build a network of partnerships among local organizations
and support local delivery of integrated career and education services
· Organizes and promotes regional Career and Education activities and initiatives including career exploration and career fairs; Sets up employer tours where possible.
· Ensures that formal letters of agreement are developed with ISDs and any other partners (for example, community colleges and educational service centers). 
· Conducts orientations for school staff to explain the Workforce Career and Education Outreach Specialist’s role and the resources to be provided
· Develops multifaceted communication and support service models for connecting
professional development services with students in accordance with TWC rules
· Provides classroom presentations, virtually or on-site, to provide career information,
career awareness, career readiness, and career resources to students in grades 6–12, their parents or guardians, and district staff.
	
Skills
· Ability to use career-related resources and tools such as labor market information, high demand occupations
· Ability to establish and maintain effective working relationships with secondary and postsecondary education facilities and training providers, local employers, students, parent/guardians
· Ability to work independently and effectively as a team with co-workers, TWC personnel, and partner agencies 
· Ability to demonstrate responsible and efficient time and task management skills.
· Ability to use critical thinking and deductive reasoning
· Ability to provide clear and concise instructions
· Has good written and verbal communication skills
· Technical writing to develop standard operation procedures and produce reports 
· Must be able to utilize standard software programs in Microsoft Office suite to produce materials, reports and presentations if needed
· Ability to travel throughout the Concho Valley Workforce Development Board area with occasional overnight travel to attend conferences, meetings, workshops or trainings
· Ability to attend monthly (virtually or in person) meetings and annual trainings provided by TWC 

This job description is intended to identify the essential functions of a position and should not be interpreted as all-inclusive.  The incumbent(s) may be required to perform or assume additional job-related responsibilities other than those stated in this description.

Qualifications
Bachelor’s degree in human services, education, business administration, or a related field is preferred (One year of qualifying experience may be substituted for each year (30 semester hours) of college, up to a maximum of two years) 
Experience in workforce development or a Career and Technical Education program is preferred
Experience working in an ISD setting with at-risk middle or high school populations is preferred
Must have a valid driver's license or available alternate means of transportation.
Must be able to pass a background check as required by participating schools.


Concho Valley Workforce Development Board is an equal opportunity employer / program. Auxiliary aids and services are available upon request to individuals with disabilities. If you require special accommodations, please email accommodations@cvworkforce.org or call 800-996-7589. Relay Texas @ 1-800-735-2989 (TDD) or 1-800-735-2988 (Voice).
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