Erie County Technical School

Job Qualifications
TITLE:  


Manager for the Regional Career & Technical Center

DEPARTMENT: 

Regional Career and Technical Center

REPORTS TO:  

Erie County Technical School Director

REVISION DATE: 

11/2006
SUPERVISES:  
All administrative, instructional, and support personnel of the Regional Career & Technical Center.

REQUIREMENTS: 
Bachelor’s Degree preferred, but relevant experience in adult vocational education also considered; Act 34/151 Clearances
TALENTS: 
 This position requires the employee to possess a drive to be of service to others, an internal, self-imposed need to achieve, and need to be personally accountable for their work.  In addition, the employee must be able to problem solve, play out alternative scenarios and consequences, and work well in a team environment while considering the different feelings and perspectives of others

Job Statement:  
To provide leadership in developing and maintaining the best possible educational programs and services of the Regional Career & Technical Center.

Performance Responsibilities:
1. Attends and participates in all meetings of the ECTS Operating Committee and its committees.

2. Oversees the annual RCTC operating budget preparations and implements the approved budget.

3. Prepares and submits to the Director recommendations relative to the matters requiring JOC action, placing before the Director such necessary and helpful facts, information, and reports as are needed to insure the making of informed decisions.

4. Conducts administrative and staff evaluations as directed by negotiated agreements.

5. Informs and advises the Director regarding the programs, practices, and problems related to the RCTC, and keeps the Director informed of the activities under the JOC’s authority.

6. Together with the Coordinator of Human and Quality Resources secures and nominates for employment the best qualified and most competent teaching and supervisory personnel.

7. Holds such meetings of teachers and other employees as necessary for the discussion of matters concerning the improvement and welfare of the RCTC.

8. Keeps the public informed about modern post-secondary educational practices, trends and the policies, practices, and concerns in the RCTC.

9. Delegates with the approval of the Director the exercise of any powers or the discharge of any duties with the knowledge that the delegation of power or duty does not relieve the Manager of final responsibility for the action taken under such delegation.

10. Keeps informed of modern vocational educational practices by advanced study, by visiting other school systems, by attending educational conferences, and by other appropriate means, and keeps the Director informed of trends and issues in post-secondary technical education.

11. Studies and revises, together with the staff, all curriculum guides and courses of study, on a continuing basis.

12. Recommends to the Director for the JOC’s adoption all courses of study, curriculum guides, and major changes in texts and time schedules to be used in the RCTC.

13. Maintains adequate records for the RCTC, including a system of financial accounts; business and property records; and, personnel, school population, and scholastic records.  Acts as custodian of such record and of all contracts, securities, documents, books of record, and other papers relevant to the RCTC.

14. Performs such other tasks as may from time to time be assigned by the Director.

Terms of Employment:  12 months, 210 days
