NELSON COUNTY SCHOOLS 
Job Description 
TITLE: Director of Pupil Personnel/College and Career Readiness Coordinator
QUALIFICATIONS: Rank I and DPP certification with a minimum of three years of teaching experience and knowledge of the community and experience in collaborating with a variety of community partners. 

REPORTS TO: Directors of Schools and Executive Director of Student Support
JOB GOALS: Assist the district and school officials with developing and implementing an aligned K-12 College and Career Readiness Program through dual credit and early graduation (ILPA) and with the oversight of district work experience programs; training on career readiness assessments; ILP monitoring. To assist in insuring that every student gains full advantage from his/her educational opportunities as a result of good attendance behavior.
PERFORMANCE RESPONSIBILITIES: 
Maintains a professional awareness of regulations regarding child welfare and attendance by having a working knowledge of state law, Board policy, and administrative regulations.

Identifies all school-age children who are unable to participate in the regular school program because of mental, physical, or emotional handicaps so that they are properly exempted and participate in educational programs appropriate to their needs.

Works closely with teachers, school nurses, attendance clerks, guidance counselors, and principals regarding students who are absent or tardy too frequently and who have not responded to the corrective efforts made by the building principal.

Compiles monthly and annual district-wide attendance reports from all schools and provides direction for teacher whose registers are in questionable order.

Conducts such auditing of enrollment, attendance, and transfer records, in the various schools as necessary to assure compliance with applicable laws and sound principles of accounting for student personnel.

Participates in individual or group information sessions or mentoring, sessions whenever requested by a member of the administration or the student personnel team.

Participates in case conferences.

Visits any student who appears to have exceptional problems, which interfere with school attendance.
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Works with school counselors to individualize the student’s program in terms of need and to identify and counsel potential dropouts and to conduct exit interviews.

Appears personally at school assemblies and is available to administrators, teachers, students, and parents on an individual basis, to explain attendance laws and policies and to encourage regular attendance.
Serves as liaison between the schools, the district and the parents, the courts, community agencies and police authorities.

Maintains the district records of attendance and student accounting, including projection of future enrollments, transfer of students, and determination of tuition-paying status. Assists in implementation and enforcement of school district boundaries.

Plans and supervises the process of conducting annual school census, and works with private and parochial schools in checking whereabouts of students reported in the census but not enrolled in the schools.

Collaborates with Chief Informational Officer with Infinite Campus student tracking services.
Collaborates with guidance counselors and Nelson County Area Technology Center (ATC) throughout the district to develop and implement a K-12 aligned college and career readiness program.
Facilitates and manages Nelson County’s year-long implementation approach to Kentucky’s Operation Preparation program.
Assists the District Assessment Coordinator with the submission of local and state student assessment analyses to the principal and superintendent in order to report progress toward college and career readiness measures.
Contacts and recruits area employers for the purpose of securing commitments of part-time, summer, and career mentoring, job shadowing, internships, practicum, and work study opportunities for students and maintains an active file of job availabilities.  Communicates opportunities to students and parents. 
Serves as a liaison with the Director of Secondary Education to employers, colleges and community stakeholders with employers and colleges.
Maintains a follow-up system for at least one year for the purpose of data monitoring of success.
Serves as a mentor and supports students through the Nelson County Career Readiness Program in grades 6-12
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Collaborates with community-based organizations and ATC to complement, supplement, deepen, and enhance the district’s college and career education programs. 
Assists schools and ATC in their efforts to offer an array of coursework that reflects a range of skills and knowledge levels required of 21st Century Career Pathways.
Recruits college and career coaches/contacts and community volunteers.
Works with school administrators, staff, local agencies, governmental bodies, and businesses to foster coordination of services and integration with other local educational entities.
Facilitates mechanisms to constantly evaluate programs, identify community needs, and develop new programs when needed.
Professional organizations should include DPP groups and College and Career Readiness Organizations.
In an effort to attain additional funding for student support coordinator will monitor philanthropic websites, review trade publications and maintain contact with state and federal agencies that offer funding opportunities. 
Develops public relations materials, brochures, presentations or other informational documents for district, community and other stakeholders.
Serves as District Individual Learning Plan (ILP) Coordinator, to support and coordinate ILP implementation across the district, provide professional learning experiences and updates regularly for school and district personnel.

Works closely with the Director of Secondary Education to assure proficiency of the Nelson County Work Readiness Program across all grade levels.
Demonstrates regular attendance and punctuality.

Adheres to the appropriate code of ethics.

Performs other duties consistent with the position assigned as may be requested by the Superintendent.
KNOWLEDGE AND ABILITES: To perform the responsibilities as previously outlined. 
ABILITY TO: Perform as a leader such that student achievement is maximized.
