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SANTA CRUZ CITY SCHOOLS 
JOB DESCRIPTION 

CAREER DEVELOPMENT SPECIALIST 

 

DEFINITION: 
Under the direction of the Transition Coordinator, provide a variety of instructional and support services to 
special education students in the development of school to career transition plans; assist students 
develop vocational skills and obtain volunteer and job opportunities; serve as liaison between students 
and employers; provide related career development services. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:   

 Provide a variety of instructional and support services to special education students in the 
development of school to career transition plans; assess student needs, interests and abilities to 
determine appropriate career goals and placement; assist students in establishing and pursuing 
goals. 

 Assist students with developing vocational skills and obtaining jobs; conduct program 
orientations; assist students with resume development; direct students with interviewing 
techniques and strategies; confer with students regarding employment opportunities, work ethics, 
forms, applications and career skill development. 

 Provide job development, placement and follow-up services; conduct work site analyses and job 
site consultation; work with job site administrators and staff to develop appropriate job 
accommodations for assigned students; establish and maintain contact with potential employers; 
solicit job openings; monitor employers and assure proper working conditions.  

 Ensure job coaching and supervision of students at work site; provide proper instruction for 
student self-advocacy.  

 Provide career and job-related advisement to assigned students; provide assistance with post-
secondary opportunities; assist students with completing various employment and educational 
packets and applications; request, process and prepare required employment paperwork as 
needed. 

 Assist students with college exploration; provide direction with college entrance requirements, 
applications, testing and financial aid provisions  

 Serve as liaison between students, families, teachers, staff, employers and outside agencies 
regarding student employment opportunities, placement, progress and related activities; refer 
students to potential employers according to needs, interests and abilities; answers inquiries and 
distributes information regarding the District's vocational programs to agencies and interested 
parties. 

 Schedule appointments for career counseling, vocational opportunities, and tutoring as related to 
entry level jobs and career-related functions; receive job information from employers and 
community agencies;  

 Establish and maintain program record keeping systems, files, logs, calendars and records of 
student progress; prepare and maintain a variety of records, reports and files related to students, 
resumes, time sheets, employers, vocational skills profiles and assigned activities. 

 Operate a variety of office equipment including a copier, fax machine, computer and assigned 
software; utilize a variety of adaptive equipment and devices as required; drive a vehicle to 
conduct work. 

 Participate in meetings and in-service training as required. 
 

 
OTHER DUTIES: 

 Perform related duties as assigned. 
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REQUIRED QUALIFICATIONS:  
 
Education and Experience: 

 Any combination equivalent to: graduation from high school with two years of college course work 
in education, psychology, counseling or related field and two years’ experience working with 
students with physical, emotional, and learning disabilities. 
 

Licenses and other Requirements 
 Valid Class C California Driver's License and evidence of appropriate insurance. 

 
 

Knowledge of:  
 Principles, practices and procedures of career and vocational education training programs. 
 Training and employment opportunities in the community. 
 Vocational and employability skills needed to obtain and maintain employment. 
 General interviewing, advisement and assessment techniques. 
 Career information and resources. 
 Disabled and at-risk student capabilities and behaviors. 
 Applicable laws, codes, regulations, policies and procedures. 
 Techniques for developing vocational and living skills needed to obtain and maintain employment. 
 Policies and objectives of assigned programs and activities. 
 Operation of a variety of office equipment including a computer and assigned software. 
 Interpersonal skills using tact, patience and courtesy.  
 Oral and written communication skills.  
 Record-keeping and report preparation techniques.  
 Basic public relations techniques. 

 
Ability to: 

 Provide a variety of instructional and support services to special education students in the 
enhancement of school to career transition. 

 Assist individual students with developing vocational skills and obtaining jobs. 
 Serve as a liaison between students, teachers, staff, employers and outside agencies regarding 

student employment opportunities, placement, progress and related activities. 
 Assist students with developing job searching and daily living skills. 
 Identify and evaluate student interests, needs and abilities. 
 Provide career and job-related advisement. 
 Research and locate employment opportunities for program participants. 
 Refer students to potential employers according to needs, interests and abilities. 
 Monitor and assess student progress. 
 Assist students with completing various employment and educational packets and applications. 
 Interpret, apply and explain rules, regulations, policies and procedures. 
 Communicate effectively both orally and in writing. 
 Establish and maintain cooperative and effective working relationships with others. 
 Maintain records and prepare reports. 
 Plan and organize work. 
 Work independently with little direction. 
 Operate standard office equipment including a computer and assigned software. 
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WORKING CONDITIONS: 

Work Environment:  
 Indoor/Outdoor Environment. 
 Driving a vehicle to conduct work.  

 
Physical Demands: The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

 Dexterity of hands and fingers to operate a computer keyboard.  
 Hearing and speaking to exchange information.  
 Seeing to read a variety of materials. 
 Sitting or standing for extended periods of time. 
 Bending at the waist kneeling or crouching. 
 Walking. 

The information contained in this job description is for compliance with the Americans with Disabilities Act 
(A.D.A.) and is not an exhaustive list of the duties performed.   

Approved by Personnel Commission: 9/17/1998 

Approved by Governing Board: 8/12/1998 

Salary Range: 29 

Revised:  


