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FNSBSD JOB DESCRIPTION 

Job Title: Director, Career and Technical Education 

Supervisor: Assistant Superintendent for Secondary Classification: Salary, 
Non-Represented 

Days/Months: 12 months Grade: 8 
 
Job Summary 
The career and technical education director is responsible for planning, developing, 
implementing, monitoring, and evaluating the Career and Technical Education (CTE) program 
for the school district. Leads the development of CTE related grant applications, submits state 
and federal reports, and prepares and monitors the CTE budget. 
 
Essential Job Functions 
Develops and implements needs’ assessments, evaluations, and long-term plans related to 
career and technical education programs, equipment and software, professional development, 
career pathways, and industry-standard facilities. 
 
In conjunction with the curriculum department, collaborates on the development, revision, and 
adoption of CTE curricula, assuring programs meet local, state, national academic standards, 
as well as, industry, employability, and cultural standards. Utilizes a participative process 
involving teachers, parents, business/industry, post-secondary institutions, advisory boards, and 
FNSBSD personnel to improve student learning. Communicates regarding dissemination of 
CTE information to counselors and counselor CTE training needs. 
 
Collaborates with the assistant superintendent of secondary, executive directors, directors, 
coordinators, and principals to promote, implement, develop, and sustain programs in career 
and technical education, and career guidance and development.  
 
Establishes and maintains strong and effective working relationships with higher education, 
labor, industry consortia, and economic development/workforce investment boards that promote 
further education and employment opportunities for students, including tech prep. 
 
Facilitates the transition from school to career and post-secondary education opportunities for 
students, in conjunction with FNSBSD personnel and community service organizations and 
business and industry workforce boards. 
 
Develops and implements school, district, and K-22 advisory boards with participation from 
FNSBSD personnel, principals, the University of Alaska, Fairbanks (UAF) and UAF Community 
and Technical College (CTC). Maintains and updates CTE related partnership agreements as 
needed.  
 
Coordinates activities and meetings of the CTE Leadership Team and the CTE Advisory 
Committee. 
 
Maintains knowledge and understanding of current laws, rules, and regulations regarding career 
and technical education-funded programs. 
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Leads the development of the Carl Perkins grant and other CTE related grants with input from 
the Grants Department. Implements and administers all CTE related grants. 
 
Prepares and submits CTE related grant reports and budget revisions in a timely manner. 
 
Participates in development of other district CTE budgets. Monitors and controls expenditures 
accordingly. 
 
Sets priorities for materials, supplies, and equipment acquisition; assures that all expenditures 
follow district, state, and federal compliance standards. 
 
Analyzes and manages purchasing requests to ensure compliance with federal, state, and 
district guidelines. 
 
Collaborates with principals to oversee the district’s diversified work based learning programs to 
ensure compliance with, and application of, state and local requirements. 
 
Develops and presents materials to create awareness of career and technical education 
opportunities and programs for business, parents, students, educators, and the community. 
 
Maintains up-to-date district CTE website. 
 
Facilitates and monitors a comprehensive, district-wide CTE safety plan. 
 
Non-Essential Job Functions 
Performs other job-related duties as assigned.  
 
Equipment Used 
Standard office equipment including personal computer, fax and copy machines, calculator, 
LCD projector, and other related AV equipment. 
 
Independent Decisions 
Makes day-to-day program decisions following supervisor directives; collaborative decisions 
with other directors and executive directors; and district, state, and federal policies, regulations, 
and guidelines. 
 
Primary Working Contacts 
Executive directors, directors, principals, curriculum department staff, teachers, counselors and 
other district staff, advisory board members, community agencies, business, students, parents, 
UAF, CTC, and the Department of Education and Early Development. 
 
Responsibility for Cash, Equipment, Safety 
Responsible for district CTE funds. 
 
Supervision Received and Exercised 
Works under the supervision of the assistant superintendent for secondary. Supervises the CTE 
program secretary. 
 
Unusual Working Conditions 
Evening and weekend meetings and events. 
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Evaluation 
Annual written evaluation. 
 
Physical and Mental Demands 
The physical demands of this position require frequent standing, walking, sitting, speaking, and 
hearing. Requires near vision to write and read printed materials and computer screens. 
Requires hearing and speaking to exchange information on the telephone or in person. The 
employee is regularly required to reach with his/her hands and arms and occasionally lift items 
weighing up to 20 lbs. Must be able to use carts, ladders, dollies, and stools to assist in moving 
or shelving items. Requires sufficient arm, hand, finger dexterity to operate a keyboard and 
other office equipment. Repetitive motions with wrists, hands, and fingers may also be required. 
Additionally, the employee must be able to communicate by oral and written means in an 
appropriate business manner and have cognitive skills to understand instructions, readily recall 
facts and details, handle conflict, and make effective decisions under pressure.  
 
The Fairbanks North Star Borough School District is committed to providing reasonable 
accommodations, according to the applicable state and federal laws, to all individuals with 
qualified physical or mental disabilities. 
 
Job Qualifications 
The following are required: 

1. Bachelor’s degree in career and technical education, education, business, or a related 
field.  

2. State of Alaska Type A teacher certification or Type B administrator certification. 
3. Knowledge of career and technical education theory and career counseling principles 

and methods.  
4. Knowledge of laws, rules, and regulations governing CTE at the district, state, and 

federal levels.  
5. Knowledge of fiscal management practices and procedures.  
6. Excellent interpersonal, public speaking, and written communication skills in English. 
7. Demonstrated management and organizational skills.  
8. Strong analytical, interpersonal, leadership, and teambuilding skills.  
9. Competency utilizing GSuite including Google Sheets.  
10. Communicate effectively with a wide variety of individuals internal and external to the 

organization.  
11. Develop, manage, and monitor budgets.  
12. Collaborate with, supervise, evaluate, and motivate employees.  
13. Establish and maintain effective working relationships with students, parents, staff, 

business members, and community members.  
14. Effectively collaborate with diverse groups and present information to administrators, 

education and business partners, the public, and the FNSBSD School Board.  
15. Produce high quality, clearly written, and grammatically correct written documents.  
16. Organize, prioritize, and maintain effective follow through.  
17. Work under pressure and meet established deadlines. 

 
The following are preferred: 

1. Master's degree. 
2. Professional license in one or more CTE areas. 
3. A minimum of four (4) years of teaching in the CTE field or experience related to CTE. 
4. Experience in grant administration. 
5. Previous experience as a supervisor. 



Job Description: Director Career and Technical Education Page 4 of 4 
Last Revised: 06/02/2014, 12/23/2020; Formatted: 12/22/2017, 05/18/2018  

6. Knowledge and familiarity with State of Alaska CTE plan. 
 
Additional Job Information 
Fairbanks North Star Borough School District employees must possess the ability to read and 
write in English. This includes the ability to communicate in English with school staff, coworkers, 
and the public. Employees must also have the ability to comprehend and carry out oral and 
written directions and understand and follow English instructions and written documents.  
 
The Fairbanks North Star Borough School District is an Equal Opportunity Employer. 
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