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INTRODUCTION

The Department of Defense Education Activity (DoDEA) is a major Department of Defense
(DoD) field activity with worldwide scope and the critical mission of ensuring that high quality
education programs, from preschool through grade 12, are provided for eligible dependents of
DoD military service members and civilian employees stationed in 13 foreign countries overseas,
seven states, Guam and Puerto Rico. DoDEA is comprised of the Department of Defense
Dependents Schools (DoDDS), the overseas component, and the Department of Defense
Domestic Dependent Elementary and Secondary Schools (DDESS), the “stateside” component.
DoDEA currently operates over 219 schools which employ approximately 14,500 professional
educators and support staff serving over 95,000 students. DoDEA is one of the largest, most
diverse and geographically dispersed school jurisdictions. All schools in DoDEA are fully
accredited by U.S. accreditation agencies, and the DoDEA educational program consistently
rates at or near the top in comparison with other school systems.

This standardized position description for Career Education Coordinator is appropriate for use at
any DoDEA school. The Career Education Coordinator administers the Career Practicum (CP)
Program that prepares high school students to become responsible, productive citizens.

SUPERVISORY CONTROLS

Work is performed under the supervision of the School Principal. The Coordinator works
independently within the frame work of CP Program. Long range plans are subject to general or

spot review. Daily work is occasionally reviewed and audited to evaluate adequacy and
effectiveness.

MAJOR DUTIES AND RESPONSIBILITIES

Selects and guides students. Describes the program to students, works with guidance personnel
and planners of master schedule in regard to CP related concerns, provides occupational
information, counsels students about entering the program, maintains records on students, and
assists students with career planning. Administers interest and aptitude tests. Attends Case
Study Committees to determine if CP placement is appropriate. Assists Case Study Committees
in developing annual goals and short term objectives for CP placement.

Enlists participation of cooperating site trainers/community volunteers. Selects suitable and safe
training sites for each student. Orients community employers, training supervisors and co-
workers. Prepares students for job interviews. Coordinates the formal program agreement.

Assists in developing the training plan with training site supervisors and students. Assists
students in adjusting to their work environment and aids in resolving training site problems. Aids
students in correcting job acquisition skills and poor personal habits or human relations skills
that relate to employment and career opportunities. Evaluates student progress. Researches
avenues of further education and training.
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Uses and maintains appropriate evaluation forms and records. Keeps up-to-date files of student
progress and development.

Adheres to and implements safety and security procedures; creates a school climate conducive to
learning, achievement, and citizenship; participates in professional development opportunities
and committee activities to review, evaluate, and develop educational materials to improve the
educational program; participates in DODEA system-wide assessment programs; informs school
administration of education deficiencies, critical issues, and emergencies; supervises students in
outside activities, lunchroom, and bus arrivals and departures; and may be assigned to serve as a
sponsor, coach, or consultant of an extracurricular activity.

Performs other duties as assigned.

OTHER SIGNIFICANT FACTS

Incumbent will be required to respect the privacy and sensitivities of students and parents by
controlling and restricting personal information to those with a “need to know.”

The incumbent may be required to travel by military and/or commercial aircraft, land, or sea
transportation to a variety of stateside and/or overseas locations for meetings and conferences.
The incumbent may be subject to a variety of environmental conditions, to include the potential
for exposure to acts of terrorism.



