
NON-IBN ADDENDA JOB DESCRIPTION 

TITLE/POSITION 

SUPERVISOR 

EVALUATION 

TERMS OF ADDENDA 

QUALIFICATIONS 

CERTIFICATION REQUIREMENTS

ADDITIONAL REQUIREMENTS

ADDENDA TYPE Flat Rate        
Per Diem
Formula

DUE DATE:
COMPLETION DATE:

ITEMS REQUIRED 
AT THE START OF 
PROGRAM

____________________________________________________________________________________________________________________________________________________________

NOTES:

DUE DATE:
COMPLETION DATE:

ITEMS  REQUIRED 
AFTER THE START 
OF PROGRAM

DUE DATE: COMPLETION DATE:

ITEMS  REQUIRED 
AT COMPLETION OF 
PROGRAM

_____________________________________________________________________________________________________________________________________________________________

EMPLOYEE SIGNATURE:_______________________________________________________

EMPLOYEE SIGNATURE:_______________________________________________________

EMPLOYEE SIGNATURE:_______________________________________________________
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_____________________________________________________________________________________________________________________________________________________________ 

COMPLETION OF ADDENDA             SUPERVISOR SIGNATURE ______________________________________________________  DATE ___________________________________

_____________________________________________________________________________________________________________________________________________________________

Addenda/Extra Duty employment is term specific with no right of continuation. Remuneration is per the Board approved schedule. The 
administrator has the right to recommend a pro-rated addenda/extra-duty stipend based on completion of responsibilities.  Should you be unable 
to fullfill your contractual obligation, the amount will be pro-rated upon actual days completed.

@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@�

**Your employment is "at will" and may be terminated by the District, or by you, with or without cause. Termination shall become effective upon Board action. No legitimate expectation of continued 
employment is created by this notice of appointment, understandings with the District or its agents, interpretations of Board policies, salary/compensation schedules, job descriptions or documents 
generated by the District.


	Title: CTE Ambassador Program Coordinator
	Supervisor: Manager, Career & Technical Education
	Evaluation: Manager, Career & Technical Education
	Certification: Must hold a Career & Technical Education Teaching Certificate
	Additional: Must be available for evening district-wide and community events as needed
	Qualificatoins: Ability to manage projects, events, and coordinate a team of 50-100 students
Models Professional Skills: Communication, Engagement, Problem-Solving and Collaboration
	Flat: Yes
	Per Diem: Off
	Formula: Off
	Notes: $1500 annual compensation
	Start 1: Share CTE Ambassador Program Information with all DVUSD CTE teachers
	Start 2: Develop and deploy CTE Ambassador Application (digital form)
	Start 3: Evaluate CTE Ambassador Candiadates
	Start 4: Select and notify CTE Ambassadors accepted into the program
	Start 5: Plan for ambassador events and duties with district CTE staff
	Start 6: FacilitateTraining  kickoff event for all CTE Ambassadors
	Start 7: Communicate with CTE Ambassadors as needed through Canvas and learner emails
	Start 8: Order/purchase supplies needed for Fall events with CTE Secretary
	Start 9: Maintain roster of CTE Ambassadors from all schools
	Start 10: Submit all invoices and receipts to CTE Secretary
	Start 11: 
	Start 12: 
	Start 13: 
	Start 14: 
	Start Due: October 1
	Start Complete: 
	After Due: December 31
	After Complete: 
	After 1: Facilitate CTE Ambassador participation in district and community events including
	After 2: but not limited to HS to Career Expo, Counselor Information Sessions, Middle School
	After 3: Presentations, Advisory Council meetings, and Future Freshman events
	After 4: Facilitate CTE Ambassador winter training  event
	After 5: Coordinate site visits with K-8 and middle schools as requested
	After 6: Maintain roster of CTE Ambassadors from all schools
	After 7: Order/purchase supplies needed for Fall/Spring events with CTE Secretary
	After 8: Submit all invoices and receipts to CTE Secretary
	After 9: 
	After 10: 
	After 11: 
	After 12: 
	After 13: 
	After 14: 
	Revision Date: 
	Done Due: May 1
	Done Complete: 
	Done 1: Facilitate CTE Ambassador participation in district and community events including
	Done 2: but not limited to board meeting presentations, Counselor Information Sessions, Middle
	Done 3: School Presentations, CTE Month activities, Advisory Council Meetings, and campus
	Done 4: events for CTE Month
	Done 5: Facilitate CTE Ambassador training  event
	Done 6: Facilitate CTE Ambassador end of year recognition event
	Done 7: Coordinate site visits with K-8 and middle schools as requested
	Done 8: Order/purchase supplies needed for Spring events with CTE Secretary
	Done 9: Submit all invoices and receipts to CTE Secretary
	Done 10: Maintain roster of CTE Ambassadors from all schools
	Done 11: 
	Done 12: 
	Done 13: 
	Done 14: 


