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

 

REPORTS TO: Chief Academic Officer   TERMS: 230 Days/Non-Contract 

 

DEPARTMENT: Career and Technical Education                        PAY GRADE: AE109 

 

PRIMARY PURPOSE: 

Direct and manage the district career and technology education program. Lead the development and 

improvement of the career and technical education program. 

 

QUALIFICATIONS: 

Education: 

Master’s degree 

Mid-management Certificate or Standard Principal Certificate, preferred 

Vocational education certification, preferred 

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

 

Special Knowledge/Skills: 

Ability to lead a complex department with teachers and programs across multiple campuses and a 

centralized support team 

Working knowledge of curriculum and instruction 

Ability to evaluate instructional programs and teacher effectiveness 

Highly knowledgeable of federal and state code governing career and technical education 

Ability to develop and implement a multi-year program development process 

Strong communication, public relations, and interpersonal skills 

Ability to manage budget and personnel 

 

Experience: 

At least five years teaching experience in CTE                                                                                                               

Two years supervisory experience     

 

MAJOR RESPONSIBILITIES AND DUTIES: 

1. Actively seek business and higher education partnership opportunities to provide high quality 

career and college experiences for CTE students. Develop and approve all affiliation agreements. 

 

2. Assist principals with staff allocations and hiring aligned with programming needs. 

 

3. Responsible for annual program evaluation and maintenance. 

 

4. Responsible for PEIMS coding related to CTE.   

 

5. Manage the ordering and inventory of CTE certification tests and maintain accurate records and 

appropriate coding of tests taken and successfully completed. 

 

6. Organize curriculum development for CTE courses. 

 
7. Organize professional development for all CTE teachers. Coordinating with Directors of 

Curriculum and Instruction to ensure alignment to district-wide professional learning 

opportunities. 
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8. Direct the coordination of transportation as needed for Career and Technical Education activities 

in and out of the district. 

 

9. Assume responsibility for Career and Technical Education facilities and ensure 

equipment/materials are available and in optimal condition. 

 

10. Collaborate with school counselors to coordinate career awareness and career exploration 

activities for students at all grade levels. 

 

11. Ensure safety standards that conform with local, state, and federal requirements are implemented 

and maintained. 

 
12. Assume proactive leadership with business, industry, and governmental entities to ensure 

excellence and equity in funding for CTE programs in the district.   

 
13. Lead the department in developing and implementing marketing concepts for all CTE classes to 

communicate to stakeholders maintaining open lines of communication.  

 

14. Direct the development and implementation of local and federal budgets for Career and Technical 

Education to receive funding to provide financial support; implement programs within budget 

limits; maintain fiscal control; accurately report fiscal information. Acting as a budget manager 

for all CTE funding, including local and Perkins funds. 

 

15. Implement the policies established by federal and state law, State Board of Education rule, 

and local board policy.  Recommend sound policies to improve the Career and Technical 

Education program. 

 

16. Compile, maintain, file and present reports, records, and other documents required. 

 

17. Perform other duties as may be assigned. 

 

WORKING CONDITIONS: 

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

peripherals; standard instructional equipment 

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 (less than 15 pounds) 

Environment: Frequently work prolonged or irregular hours. Frequent districtwide travel. 

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 
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Signature 

 

 

 

Date 


