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Hillsborough County Public Schools Program Advisor JOB DESCRIPTION



SUMMARY: Provides recruitment, retention, and follow-up services for postsecondary career and technical education students and potential students. The Program Advisor is responsible for career information dissemination, occupational assessment and guidance, and job training program support services for students. This position is the student’s liaison for additional support services provided by other offices or agencies. ESSENTIAL DUTIES & RESPONSIBILITIES include the following. Other duties may be assigned. Recruits students for postsecondary career and technical education programs and higher education. Participates in job fairs and expositions, school visitations, workforce events, and other job-related activities. Provides information regarding occupations, skill sets, job availability, average salary, industry certifications, and other job-specifications. Provides occupational assessments and guidance to increase student success. Provides support services to increase student retention. Acts as liaison to other school and district offices, as well as government agencies, to secure needed services for students. These may include student requests for financial aid/scholarships/sponsorships, job search/placement assistance, psychological services, and family support services, among others. Verifies program admissions prerequisites and requirements; such as, payment of tuition and fees, fingerprinting, health screenings, or other requirements specific to the program. Provides student job placement follow-up services. COMPETENCIES: The following competencies are representative of specific skills, abilities and attributes that must be demonstrated to perform this job successfully. Communication - Expresses ideas and thoughts verbally and in written form. Exhibits good listening and comprehension skills. Keeps others adequately informed. Selects and uses appropriate communication methods. Initiative – Demonstrates self-starting behaviors; takes action to achieve goals, including new approaches; focuses on results. Problem Solving – Displays ability to cope with problem situations and take actions to resolve problems. Gathers, analyzes, and interprets information in a timely manner to determine options for resolutions. Customer Service – Demonstrates effective customer service skills with internal and external customers; focuses on customer needs. Planning and Organizing - Prioritizes and plans work activities; uses time efficiently; plans for additional resources; integrates changes smoothly; sets goals and objectives; works in an organized manner. (Page 1 of 2)



Program Advisor JOB DESCRIPTION (continued)



QUALIFICATIONS: The requirements listed below are representative of the knowledge, skill, and/or ability required to perform this job successfully. Interested candidates must have successfully completed the district screening process before they are qualified to apply. Screenings will be held twice each school year. Education/Experience Possess a bachelor’s degree; experience in Adult Technical Centers preferred. Language Skills Read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals. Write routine reports and correspondence. Speak effectively before groups of administrators, teachers, and agencies. Reasoning Ability Solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Interpret a variety of instructions furnished in written, oral, diagram, or schedule form. Physical Requirements There are no unique physical requirements of this position. The position is sedentary; however, it requires the capability to move from work site to work site. Computer Skills: Create and manipulate documents, spreadsheets, publications, and presentations; enter information to update data bases and websites; retrieve data for reports. OTHER: Be able and amenable to work a flexible schedule occasionally—including evenings and weekends and travel throughout the county. WORK ENVIRONMENT: The work environment is generally quiet and usually fast-paced. DISTRICT EXPECTATIONS: All employees are expected to demonstrate regular and predictable attendance; to support the District's vision, mission goals and Strategic Plan; to engage in civility, respect and professionalism; and to maintain the professional knowledge and skills necessary to perform the essential duties and responsibilities of their positions.



NOTE: School Board Policy 6.01 ensures equal opportunity for all in its personnel policies and practices and does not discriminate on the basis of race, color, sex, religion, national origin, marital status, disability or age.
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