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JOB TITLE: Coordinator of Career and Technical Education   STATUS: Exempt   

 

REPORTS TO: Director of Career and Technical Education    TERMS: 230 Days/Non-Contract  

 

DEPARTMENT: Career and Technical Education        PAY GRADE:  AE106 

  

 
 PRIMARY PURPOSE:  
Coordinate the promotion and integration of the CTE programs consistent with federal and state regulations and 

district philosophies, policies, and procedures. 

  

QUALIFICATIONS:  

Education:  

Master’s Degree 

Mid-Management Certificate or Principal Standard Certificate, preferred 

Certified in Texas Teacher Evaluation and Support System (T-TESS) 

Valid Texas Teaching Certificate, preferred  

  

Special Knowledge/Skills:  
Strong organizational skills, written skills, oral communication skills, and interpersonal skills  

Knowledge of CTE PEIMS coding, student certifications, Skyward, and state / federal CTE laws  

Knowledge of Career & Technical Education (CTE) programs  

Agricultural, mechanical, and electrical knowledge and skills 

  

Experience:  

  Three years’ experience in related capacity or as a campus / district administrator 

  

MAJOR RESPONSIBILITIES AND DUTIES:  
1. Conduct CTE teacher walk-throughs. 

  

2. Facilitate professional development opportunities for CTE teachers.  

 

3. Coordinate the purchase, distribution, collection, and inventory of CTE textbooks, instructional software, 

and ancillary instructional materials.  

 

4. Assist in the purchase of computer equipment and peripheral items (new / upgraded hardware and 

functional software) by communicating with appropriate district and campus staff. 

 

5. Serve as the liaison between the CTE and Special Programs department in providing supportive services for 

students with special needs.  

 

6. Manage CTE PEIMS coding in Skyward and Eduthings by collecting, inputting, and monitoring student 

pathway fidelity, CTE course service ID numbers, and related data; verify for accuracy.  

 

7. Provide leadership for all Career and Technical Student Organizations (CTSO). 

 

8. Provide leadership in the management of the FFA program, which includes but is not limited to the 

following duties: review and approve annual FFA sponsor calendars (individually and collectively), work 

to resolve student / parent FFA concerns, ensure FFA guidelines and handbooks are updated and followed, 

provide leadership in the Pearland Livestock Show and Career Expo, oversee the ag. facility manager’s 

duties, attend FFA meetings and related events, and enforce district expectations relating to the FFA 

program.  

 

9. Provide leadership in the management of the industrial trades programs (IT, culinary, automotive 

technology, construction, welding, HVAC, PLTW). Assist teachers with coordination of advisory meetings 
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and respective program accreditation processes. Conduct shop / lab inspections at a minimum of once per 

month. Document lab inspections and communicate findings through reports and recommendations related 

to safety, maintenance, and working conditions of CTE equipment and facilities, including cleanliness, 

organization, and storage.  

 

10. Maintain accurate, historical records of district approved CTE courses, for campus implementation, 

including local course names and PEIMS course numbers. 

 

11. Oversee the revisions to the CTE section of the course selection guide and ensure that all CTE course 

information is up-to-date and accurate in the course selection guide. Collaborate with the C&I department 

and technology department to ensure course data accuracy. 

 

12. Facilitate the design and implementation of cross-functional initiatives such as dual credit, credit for prior 

learning (CPL), and continuing pathway initiatives. Manage CTE agreements with post-secondary 

institutions. 

13. Manage all aspects of student certifications and related duties (purchasing vouchers, creating testing 

calendar, training teachers for proctoring, reporting certifications, maintaining Pearson testing lab, etc.).   

 

14. Serve as a resource in the interviewing process for CTE faculty and staff. 

 

15. Perform other duties as may be assigned.   

 

 

MENTAL DEMANDS/PHYSICAL DEMANDS/ENVIRONMENTAL FACTORS: 

Tools/Equipment Used: Standard office equipment including personal computer and peripherals  

Posture: Prolonged sitting; occasional bending/stooping, pushing/pulling, and twisting  

Motion: Repetitive hand motions including frequent keyboarding and use of mouse; occasional reaching  

Lifting: Occasional light lifting and carrying (from 15-45 pounds)  

Environment: May work prolonged or irregular hours  

Mental Demands: Work with frequent interruptions; maintain emotional control under stress 

   
The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an 

exhaustive list of all responsibilities, duties, and skills that may be required.  

  

I have read and understand the responsibilities and duties required for this position as outlined above.  

  

  

  

________________________________________________  

Printed Name  

  

 

________________________________________________  

Signature  

 

  

________________________________________________  

Date  


