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ACSD   JOB DESCRIPTION 

ANDES CENTRAL SCHOOL DISTRICT 
 

 

POSITION:      Jobs for Americas Graduates (JAG) Specialist 
REPORTS TO:     Building Principal 
SCHOOL BOARD APPROVAL DATE: August 8, 2016      
FLSA STATUS:    To Be Determined 
TERMS OF EMPLOYMENT:     In accordance with school calendar and board policy 
EVALUATION:     In accordance with approved policy  
SUPERVISORY RESPONSIBILITIES:   Students  
 
SUMMARY: 
The Specialist must be able to identify, recruit, and instruct students deemed to have a high degree of 
difficulty in being promoted to the next grade level, achieving graduation, and/or making a successful 
transition from school to work.  
 

QUALIFICATION/BASIC JOB REQUIREMENTS: 
1. BA/BS in Social Science area (preferred, but not required) 
2. Experience working with at-risk youth and knowledge of developmental stages of maturity 
3. Knowledge and skill in human relations, leadership, supervision, and motivational techniques. 
4. Willingness to work an extended contract 
5. Ability to work independently while managing multiple priorities. 
6. Ability to establish appropriate boundaries while developing and nurturing supportive 

relationships with students. 
7. Ability to educate a variety of constituencies and interested parties about the program by 

developing ongoing relationships and making formal presentation. 
8. Ability to implement curriculum and develop educational opportunities consistent with JAG 

model. 
9. Working knowledge of basic computer operations, and software applications. 

 

ESSENTIAL DUTIES AND RESPONSIBILITES:  
1. Provides appropriate curriculum and ensures students achieve specific JAG competencies through 

classroom instruction; teach through a variety of methods including lecture, hands-on activities, 
and team teaching; tailor the program and teaching methods for the needs of each specific student, 
and implement an intervention strategy for each individual.  

2. Ensures an appropriate pool of students by directly recruiting students, and obtaining referrals 
from an Advisory Committee, school personnel, and parents; holds interviews with prospective 
candidates and those making referrals to determine, using JAG guidelines, the appropriateness of 
the prospective student for the program.  



JAG Specialist  2 | P a g e  

 

3. Administers testing programs including pre-/post-tests and career interest surveys. Establishes 
and implements a career development plan for all enrolled students.  

4. Ensures positive perceptions of the JAG program within school by developing and maintaining 
positive, effective working relationships with school personnel including teachers, administrators, 
students, and members of the Advisory Committee.  

5. Advocate for the program and develops a pool of effective community support resources by 
working with employers, parents, civic groups, and legislators to build awareness of and support 
for the program; develops job opportunities, participate in public relations activities, attend 
meetings and speaks to various community groups.  

6. Builds appreciation for teamwork, sense of belonging, and commitment to community service 
among JAG students by organizing and serving as advisor to a Career Association; creates training 
opportunities through hands-on activities, film presentations, guest speakers, and workshops; 
assists with civic and social opportunities.  

7. Provides students with guidance, counseling, and support within appropriate limits; refers 
students to additional support services on an as-needed basis; takes responsibility for learning 
and complying with school policies such as mandated reporting, discipline, attendance, etc.  

8. Complies with all documentation requirements in a timely fashion including contacts and 
activities involving students, employers, and other groups; develops and maintains a well-
organized filing system.  

9. Assists students in finding and maintaining quality employment and/or post-secondary 
educational programs upon graduation; works closely with students and employers for 12 months 
after the end of the school year to ensure a satisfactory employment outcome; develops a plan for 
contacts with non-graduates to ensure effective transition to employments or additional 
education.  

10. Participates in staff, regional, and state-wide meetings, and staff development activities.  
11. Participates in field trips. 
12. Completes special projects and other projects/duties as assigned by program management. 

 
WORKING ENVIRONMENT:  The work environment characteristics described here are representative of 
those an employee encounters while performing the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
The noise level in the work environment is usually moderate to loud.  Duties are performed indoors and occasionally outdoors.  
The employee must be able to work effectively with a myriad of teachers, administrators, parents, and various outside groups. 

 
PHYSICAL DEMANDS:  The physical demands described 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. 
 
While performing the duties of this job, the employee is regularly required to sit, talk, and hear.  The employee is occasionally 
required to stand, walk, climb or balance, stoop, kneel, crouch and crawl.  The employee must occasionally push or lift up to 50 
pounds such as boxes and AV/ VCR carts.    Frequent keyboarding and repetitive motions with wrists, hands and fingers are 
required for this position.  The employee is directly responsible for the safety, well being, or work output of other people.    
Specific vision abilities required by this job include close vision such as to read handwritten or typed material, and the ability 
to adjust focus.  The position requires the individual to meet multiple demands from several people and interact with the 
public and other staff. 
 
The information contained in this job description is for compliance with the American with Disabilities act (A.D.A.) and is not 
an exhaustive list of the duties performed for this position.   


