Job Description for Manufacturing, Engineering and Technology Career Coach 
Summary 
The Manufacturing Engineering and Technology Career Coach (MET-Coach) will serve a unique function among the 110 career coaches currently working with Virginia Community Colleges in that this community college position will serve students in public high schools, as well as individuals who have left high school before graduating and those who are recent graduates aged 24 and under, throughout a community college service region (or an identified area within the college service region).  These ‘learners’ will be referred to, or identified by, the MET-Coach as possessing aptitude or interest in an educational or workforce training program related to manufacturing, engineering and technology.  Working with this targeted population, to be discovered through working relationships with other regional career coaches, high school counselors, academic and career and technical education teachers and faculty, and practitioners in Tech Prep, Middle College, and WIA Youth Services programs, the Manufacturing, Engineering and Technology Career Coach will ensure that identified learners are engaged in a planned sequence of curricular and extra-curricular activities that are designed to prepare them for today’s high performance manufacturing environment.  Each individual served by the MET-Coach will complete a career portfolio that may include but is not limited to:
· career assessment;

· a written career plan including plan for postsecondary education or workforce training; 
· resume;

· placement tests for entry into relevant community college programs; 
· Career Readiness Certificate (CRC) or CRC Plus;

· completed applications for college, apprenticeship, or workforce training programs; 
· completed financial aid or scholarship applications; 
· early college credits through dual-enrollment in high school academic and career and technical education courses as available; 
· manufacturing related industry certifications as available; and 
· a record of career exploration experiences including field site visits, informational interviews with industry representatives, business-based, project-based learning experiences, summer enrichment programs, participation in student chapters of professional organizations, internships, co-ops, service learning; and leadership and employability skills development.  
The career coach will maintain a record of services provided to remove barriers to continued education and job placement such as academic tutoring, Key Train programs targeted to attainment of the CRC, and referrals for additional services to college and community agencies as needed.  Through a series of one on one and small group sessions with students and development of a network of professional contacts, the MET-Coach will serve as the front line of employee recruitment and professional development for tomorrow’s manufacturing workforce.  Serving students whose career plans may range from engineering technologies to attainment of a CRC and immediate, post high school placement in an entry level job, the coach’s own performance will be evaluated based on measurable learner outcomes including persistence in select high school and community college curricular and extra-curricular activities and entry into postsecondary education or training or the manufacturing workforce.  
Functional Responsibilities 

The primary role of the Manufacturing, Engineering and Technology Career Coach will be to identify and work directly with learners with interest in a manufacturing career field or those who have exhibited skill sets found in manufacturing careers who are identified by high school counselors or other regional coaches.  The Manufacturing Career Coach will facilitate the development, through one on one and small group sessions, of career and postsecondary education or workforce training plans as well as career portfolios through which targeted high school juniors and seniors will present evidence of attainment of academic and technical knowledge and skills, of work-based and workplace experiences, of leadership and employability skills development, and of credentials including CRC and industry certifications relevant to the program mission of engaging and preparing tomorrow’s manufacturing workforce.  To effectively serve in this capacity, the MET-Coach will have the following responsibilities in addition to those outlined within the career coach model: 
Administration and Marketing:

A) Administer the Career Coach Program including accurate completion of student intake, assessment, and planning forms; required VCCS and college productivity reports.

B) Promote the MET-Coach initiative and its outcomes within the region through informational presentations to parents, high schools, and community organizations.    

C) Advise VCCS and college officials in developing new methods of measuring outcomes of MET-Coach program so as to allow for analysis and reporting of the direct impact on individual students served through one on one coaching sessions.
D) Maintain currency in terms of knowledge and use of on line career resources including the VCCS Wizard and statewide Career Coaches Blackboard site.

Core Coaching:
E) Coach through one on one and small group sessions high school juniors and seniors (as well as HS leavers, Middle College students, and recent graduates under age 24).
F) As needed, facilitate career assessments, college placement tests, and Work Keys tests, among other assessments, and interpret results for students and parents.  
Career Consulting:

G) Develop a network of high school and community college practitioners who can advise or assist the coach in college placement testing, academic advising and tutoring, training for CRC and relevant industry certifications, college and financial aid applications, and other services as needed to effectively transition students from secondary to postsecondary education.  
H) Develop a network of workforce development practitioners, representatives of professional organizations, and regional employers who can advise or assist in establishing career exploration activities such as informational interviews with employers, field site experiences, internships and co-ops, and leadership and employability skills development as needed to effectively transition students from school to work in a high performance manufacturing environment.  

I) Serve as a career consultant to other career coaches, high school counselors and teachers, Tech Prep and Career Pathways programs, and WIA Youth Programs on opportunities in the manufacturing career field, local sources of employment and career ladders, and local workforce needs, as well as secondary and postsecondary educational offerings, including workforce training and apprenticeships, that are related to regional manufacturing employers.  

J) Develop parent and community outreach workshops on career opportunities in     manufacturing, engineering and technology; Present workshops to parent or community groups or make available for other workforce development practitioners to present.  
K) Assist high school guidance counselors, college counselors, One-Stop case managers, and local Tech Prep consortia, as needed, with career awareness events related to manufacturing 
Qualifications

1. Bachelor’s degree required. 
2. Work experience in technology-based manufacturing required (Min. 5 years preferred).  
3. Technology and Internet skills commensurate to the need to work in an independent environment.
4. Working knowledge of social networking practices and sites.
5. Strong communications skills including presentation skills and active listening skills

6. Interest and aptitude in workplace coaching practices and how they benefit the development of the emerging workforce.  

7. Knowledge in the community college mission and experience or familiarity with community colleges and Virginia’s workforce development system.  

8. Experience in career services/counseling, human resources, workforce development and/or workforce training preferred.
