BLOOMINGTON PUBLIC SCHOOLS, SCHOOL District 87

POSITION DESCRIPTION

Job Title:
Director of Bloomington Area Vocational Center (BAVC) and McLean DeWitt Regional Vocational System (MC-RVS)
                Position Level:       District-wide Educational Director

Location/Dept.
BAVC at BHS






    FLSA Status:              Exempt

Reports to:
Assistant Superintendent of Human Resources                          Date Prepared:         April 2002      BAVC Administrative Council and Chair of the Board



MD-RVS Board of Control and Chair of The Board



Job Summary:     

The Director’s duties shall include supervision of the BAVC and MD-RVS staff, system committees, program planning, grant administration, budgeting, financial planning, curriculum development, Illinois State Board of Education (ISBE) reports and other tasks necessary for effective and efficient operation of the system.  The Director is also responsible for managing, planning, directing and coordinating the overall operation of the Bloomington Area Vocational Center programs.  

Supervision:
Under broad supervision, this position supervises all BAVC and MD-RVS staff including teachers, coordinators, guidance counselors, program assistants, assigned office and technical employees.  Indirectly this position supervises the high school staff working in conjunction with the regional program. 

Job Duties:

· =     Essential Functions 

· Coordinates BAVC and MD-RVS programs by maintaining a close working relationship with all cooperating school districts.

· Directs the curricular development activities for the BAVC and MD-RVS.

· Arranges for in-service training sessions in cooperation with the state funded programs.

· Prepares and recommends annual budgets for both BAVC and MD-RVS program operations.  Initiate and monitor all purchasing for the BAVC and MD-RVS.

· Organizes the annual recruitment of BAVC students.

· Develops all official reports, plans, and forms related to the operation of the BAVC and MD-RVS.

· Refers needed student services through instructional staff to each cooperating school as needed (including counseling and disciplinary action).

· Directs the data processing and office management for the BAVC and MD-RVS. 

· Directs the development and distribution of the on-going publicity program for promoting vocational education.

Assists district principals or designees with evaluation of personnel assigned to their school in the vocational education area.  

Coordinates services with other school districts and agencies.  Serve as district representative to these school districts and agencies in the vocational education area.

Serves as vocational education representative to district administrative meetings.

· Compiles information and complete required reports for the State of Illinois, federal government, and all grant and funding agencies for vocational education. 

· Serves as grant monitor for all assigned grants.

· Insures that the district complies with all rules, regulations, and laws as related to students’ eligible or receiving vocational education services.

Serves as district representative in all matters related to vocational education.

· Insures all funds are allocated and spent in accordance with district guidelines and those of the funding source.

· Completes all grant applications, budgets and amendments as directed by the Superintendent or designee.

· Maintains all student records in accordance with district policies and the State of Illinois, and federal regulations.

· Devotes a minimum of 5% of the normal work day to the safety of people involved with the school system and safeguards the building, furnishing, books, and apparatus contained from damage, and insures proper care and cleanliness.

· Screens candidates and makes employment recommendations to the Assistant Superintendent of Human Resources.

· Evaluates the performance of all staff assigned under direct supervision.  

· Plans and prepares all necessary meetings of the Board of Control and the Administrative Council in cooperation with the Chairs of the Boards.

· Implements policies established by the MD-RVS Board of Control, BAVC Administrative Council, and administrative agent.

· Maintains close working relationships with each participating high school and state agencies to provide training consistent with identified needs.

· Maintains current knowledge of all pertinent rules and regulations affecting vocational education in Illinois.

· Communicates information regarding vocational education programs to the Board of Control, Administrative Council, state agencies, vocational staff, local school administrators, and the general public.

· Participates in professional organizations, including the Illinois Association of Career and Technical Education, the Association of Career and Technical Education, the Illinois Council of Technical Administrators, the Region 3 & 4 System Director’s Council, the Illinois System Directors Council, and the Association of Supervision and Curriculum Development.  A line item in the budget will be provided to defer the costs of participating in these organizations. 

· Executes such general responsibilities common to all administrative positions of the school district and additional responsibilities as directed by the Superintendent or designee.

  
The above description covers the most significant duties performed, but does not exclude other occasional work assignments not mentioned, the inclusion of which would be in conformity with the skills and responsibility levels appropriate for this position.

 
Minimum Requirements:
Education:  Master’s Degree

Experience:  2 years’ teaching and a minimum 3 years’ administrative experience in Vocational Education.

Special Skills:  Minimum of 2000 hours of vocational work experience and qualifications in one of five occupational areas.

Contract Period:  12 months, 260 Days


Approvals:
Reviewed and approved by:  _________________________________________ 
 Date:  ______________

Human Resources:  _______________________________________________ 
 Date:  ______________

Director of BAVC RVS

