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OBJECTIVE: 


To obtain a full-time position as a Coordinator of Work-Based Learning Programs offering your school district the following knowledge and abilities:

· Knowledge of the organization and operations of various state-approved work-based learning programs.

· Instructional skills to meet the needs of all students with different levels of learning ability.

· Knowledge and exposure to the employment curriculum necessary for students’ success.

· Knowledge and ability to link the classroom to the workplace and beyond through advisory boards and out-of-school experiences.

WORK-BASED LEARNING KNOWLEDGE:

	Philosophy and operations of various work based learning programs such as: 
	Write an action statement about your knowledge or skill.

	Work Based Coordinator’s Role and Responsibilities:
	 Write an action statement about your knowledge or skill.

	CDOS, CTE and the relationship to work based learning:
	 Write an action statement about your knowledge or skill.

	Networking techniques:
	 Write an action statement about your knowledge or skill.

	Creating an Industry Advisory Board:
	 Write an action statement about your knowledge or skill.

	Human relations skills to interact successfully with different generations:
	 Write an action statement about your knowledge or skill.

	21st Century Skills (Knowledge, skills, and technology)
	Write an action statement about your knowledge or skill.

	Workforce Readiness
	Write an action statement about your knowledge or skill.

	Labor market trends
	 Write an action statement about your knowledge or skill.

	Marketing Tools
	Do not fill in the columns below at this time.  

	Necessary program forms and procedures:
	Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

	Public Relations Techniques:
	Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

	Pre-employment Instruction:
	Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

	Career Planning and Counseling Techniques:
	Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

	Job Success Instruction:
	Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

	Placement procedures:
	Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

	Problem solving skills:
	Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

	Creation of training plans:
	Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

	Workplace related assignments:
	Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

	Child Labor Law
	Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

	Safety Training Procedures
	Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

	Work-based Learning Activities Across the Nation:
	Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx
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EDUCATION:

· M.S.  Syracuse University, NY.  Secondary Education, June 2002.

· B.S.  SUNY at Oswego, NY.  Business Education, June 2000.

Certification: 

· NYS Certification as a Coordinator for Work-Based Learning Programs for Career Development, May, 2009.

· NYS Provisional Certification in Business Education, September 2000.

COMPUTER SKILLS:


Proficient with the following programs:  Microsoft Excel, Word, Access, Power Point, Internet Explorer.

TEACHING EXPERIENCE:
Business Education Instructor, Penfield Central School District, 9/00 to present.

· Develop lessons for students to maximize learning potential.

· Implement various learning strategies to meet the educational needs of all students.

· Courses I have taught included:  Introduction to Occupations, Business Computer Applications and Keyboarding, Business Law and E-Commerce.

· DECA Club Advisor 

· Assist in operation of school store.

CORPORATE EXPERIENCE:

Public Relations and Community Development for Suffolk County Legislature, Lynne C. Nowick, 8/98 to 9/00.
· Handled all press releases and statements for Suffolk County Legislator

· Organized all press conferences related to pending legislative matters.

· Worked with various community groups to ascertain community needs.
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REFERENCES
Ms. Susan Gubing, SUNY Oswego Instructor for the Work Based Learning Coordinators Certification Program and former School Industry Coordinator for Smithtown Schools, Smithtown, NY.  116 Brooksite Drive, Smithtown, NY 11787.  (631)979-6452.  sue@careersmarts.com 

Your principal.

Your department chair.

Your Guidance Director.

A colleague.

Another instructor from Oswego.

