
Career Coach – Common Job Description  

Job Summary: Career Coaches will specifically target those students who are most in need of career 

planning. One of the specific targets will be students from low-income backgrounds eligible families. The 

Career Coach will identify these students through middle/high schools, workforce services centers and/or 

other public entities traditionally serving students and encourage them to aspire to postsecondary 

education, workforce training and/or apprenticeships as the means to a career that will afford economic 

self-sufficiency. Students who will be specifically targeted will also include career participants, free and 

reduced eligible students, and students who could face job loss if they cannot acquire the skills to 

transition from high school to career fields.  The measure of a successful Career Coach is the successful 

implementation, developing, and maintaining student success plans.   

Specific Duties and Responsibilities may include some of the following: 

 Providing early outreach to low-income students and adults with information about the 

importance of postsecondary education, as well as accurate information on how to prepare, apply, 
and pay for it. 

 Providing interest inventories and skills assessments to assist individuals in making informed career 

decisions. 

 Facilitating the development of individual career plans, success plans, and portfolios. 

 Assisting students with enrolling in education or training programs. 

 Providing information on careers, career pathways, and educational requirements. Providing 

opportunities for job shadowing, mentoring, internships, visits to business and industry, and other 

career awareness activities. 
 Providing or connecting low-income students to support services that will ease the transition 

to postsecondary education. 

 Providing information on how to earn the General Educational Development (GED) credential. 

 Connecting educationally disadvantaged students and adults to “bridge programs” that teach 

basic academic skills in the context of training for advancement to better jobs and postsecondary 

education. 
 Connecting students to academic enrichment activities such as study groups, tutoring, and 

workshops on study skills 

 Providing a continuum of career guidance to ease the transition from middle school to high 

school to postsecondary education or training and ultimately to the workplace. 
 Other duties may be assigned, which relate to the mission and goals of the Ouachita River 

School District.   

 Develop, Create, Assist, and Monitor Student Success Plans in grades 6-12 of ORSD. 

 Work with CTE teachers, school leaders, and administration in Professional Learning 

Communities.   

 Take students to job fairs.  Job Qualifications 

 Bachelor’s degree. Experience in higher education or a public school environment is preferred. 

 Must be highly motivated and able to work with minimal direct supervision. Excellent computer 

skills with a strong background in Word, PowerPoint, and Excel. Must have excellent interpersonal 

and organizational skills and the ability to communicate effectively orally, in writing and in public 

presentation settings. 

 Experience in Career Planning and Post Secondary Education.   

 Master Degree Preferred.     

 Background check is required. 

 190 day Contract. 


