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NON-IBN ADDENDA JOB DESCRIPTION

TITLE/POSITION Career and Technical Education Total Program Advisor (Spring)

SUPERVISOR Manger of Career and Technical Education

EVALUATION Performance is to be evaluated annually by Manager of Career and Technical Education

Valid Arizona CTE Teacher Certificate
CERTIFICATION REQUIREMENTS

Teacher of Approved aligned CTED and/or Perkins Career and Technical Education Program

ADDITIONAL REQUIREMENTS

QUALIFICATIONS

Ability to foster student leadership in Career and Technical Education Programs

TERMS OF ADDENDA  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.

$1 500.00. Only CTSO chapters earning the West-MEC chapter award are eligible for funding of membership dues

ADDENDA TYPE £ [IFiat Rate NOTES
5 [ 1Per Diem (up to 20 members) are West-MEC funding for state and national conferences for subsequent school year.
2 [JFormula

ITEMS REQUIRED

AT THE START OF DUE DATE: EMPLOYEE SIGNATURE:

PROGRAM COMPLETION DATE:

1. Operate CTSO chapter per local constitution and bylaws developed and submitted

to bookstore

2 Additional membership submitted to National CTSO/roster submitted to CTE Dept.

3. Changes of chapter officers submitted to bookstore and CTE Department

4. Bookstore account(s) maintained.

5. Conduct activities per Work Based Learning Calendar as submitted to CTE

CIAS

ITEMS REQUIRED

AFTER THE START DUE DATE: EMPLOYEE SIGNATURE:

OF PROGRAM COMPLETION DATE:

1. Complete activities perChapter Program of Work submitted to state advisor and CTE
Department (for West-MEC requirements)

3. All requisitions submitted to campus bookstore prior to purchase/registration

4 Sudent/advisor attendance at Regional,(if offered), State & National Conference

5. Conduct Lab tours for community as needed. Submit calender to CTE Department.

9. Attendance at Industry Advisory Council events

10.Conduct a minimum of one chapter event outside of class time per categories below:
Student Development/Chapter Development/Community Development
Submit minutes or event flyer

ITEMS REQUIRED
AT COMPLETION OF
PROGRAM

1. All required state/regional/national invoices submitted to bookstore after registration

DUE DATE:

2. Student and advisor attendance at spring regional (if offered) and state competition.*
Submit roster and invoice to CTE department.

3. All required requisition submitted to campus bookstore for National Conference

4. Hold a CTSO event recognizing student achievement with stakeholders after school
hours.

5. Attend board meetings with CTSO students being honored (state champions)

EMPLOYEE SIGNATURE:
COMPLETION DATE:

6. Conduct a minimum of two chapter event outside of class time per categories below:
Student Development/Chapter Development/Community Development
Submit minutes or event flyer

7. Documented budget request and verified inventory submitted to CTE department

as part of CTE checkout process and required for ADE Monitoring

8. Submit all required CTSO documentation to West-MEC Canvas course

*Advisors not attending state competition will receive a split addenda

COMPLETION OF ADDENDA SUPERVISOR SIGNATURE

DATE

**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.
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