
 

 
 
 
 

Work and Learn Coordinator 
The Work and Learn Coordinator will facilitate the implementation of career readiness 
opportunities within these school districts: Jackson, Windom and Worthington. This is a grant 
funded position made possible through funds from the Greater Twin Cities United Way Grant: 
Guided Pathways to Success, Southwest Initiative Foundation, Southwest Minnesota Private 
Industry Council, and the Jackson, Windom and Worthington school districts.  

SCHOOL-BUSINESS COMMUNITY LINK (70%) 
1. Serve as a liaison between high schools and the business community for work 
exploration, job shadowing, internships, and/or work experiences. 

a) Recruit employers and students to participate in job shadowing, community-based 
work experience and on-the-job training programs.  

b) Regular communication with CTE teachers to discover classroom and program 
goals. 

c) Supervise and manage the program.  
d) Develop and manage partner agreements. 
e) Seek out new partnership opportunities within the existing business community and 

develop actionable steps that lead to authentic student engagement in workplaces. 

COMMUNICATIONS AND SUSTAINABILITY (15%) 
1. Market and promote the program through multiple channels including websites, social 

and traditional media, service organizations/community groups, local employers and 
Chambers of Commerce. 

2. Engage with students, both in the classroom and individually as needed, to help build 
employability skills.  Present job seeking and keeping skills classes along with job 
search, resume and interviewing skills. 

3. Facilitate career exploration and career advising activities one-on-one and in group 
settings. 

DATA COLLECTION (15%) 
1. Create and manage a database of all business partners and volunteers that 

participate in the work experience program.  
2. Develop, monitor and communicate metrics and milestones associated with 

partnerships and perform metrics reviews and analysis of performance against 
objectives. 

3. Other duties as assigned. 

 
 
 
 
 



 

 
 
 
Minimum Qualifications: 
1. Post-Secondary degree in Business or a related field 
2. Knowledge of Secondary Career and Technical Education 
3. Knowledge of Work Based Learning 
4. Ability to travel within the three specified districts; Valid MN Drivers’ License, access to 

reliable, insured transportation, and the ability to meet agency’s driving requirements 
including proof of insurance. 

Preferred Qualifications: 
1. Independent worker that demonstrates initiative and high-level task completion. 
2. Proven ability to establish and maintain cooperative, effective working relationship with 

others. 
3. Ability to meet deadlines. 
4. Ability to work with District partners and negotiate agreements and student opportunities. 
5. Demonstrate strong interpersonal skills and leadership ability. 
6. Excellent oral and written communications. 
7. Experience with program development and implementation. 
8. Bilingual language skills desired. 
9. Preferred but not required: Standard Minnesota Teaching Licensure for grades 9-12. 

 
 

 
 
 


