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Position Title: Career Pathways Program Manager  
 
Department: College, Career & Technical Education (CCTE) 
 
Reports To: Deborah Knoll, Director of K12 Programs and STEM Initiatives 
 
Last Revised Date: November 5, 2020 
 
Department of Education Vision: We will set all students on a path to success. 
 
Priorities:  Academics: All Tennessee students will have access to a high-quality education, no 
matter where they live.  · Whole Child: Tennessee public schools will be equipped to serve the 
academic and non-academic needs of all students. · Educators: Tennessee will set a new path for 
the education profession and be the top state to become and remain a teacher and leader. 
 
Position Description:  
The Program Manager, Career Pathways is a member of the Career Pathways team in the Division of 
College, Career and Technical Education (CCTE). The Career Pathways team works across the 
department and in collaboration with students, schools, and other stakeholders to create clear 
definitions and expectations for postsecondary readiness and to ensure coordination and alignment 
among K-12, postsecondary, and employer partners.  
 
The program manager will (1) work across the department and with internal and external 
stakeholders to define developmentally-appropriate expectations for college and career readiness 
PK-8; (2) conduct a comprehensive needs assessment, in conjunction with the CORE offices, data 
team, and strategic planning process, to identify gaps in programmatic offerings available in schools 
districts; and develop a strategy to address planning and technical assistance provided to schools 
and districts to ensure they are providing access for students to  articulated pathways throughout 
PK-8. (3) Manage project plans and deliverables of ongoing divisional, cross divisional, and cross 
agency strategies, projects, and grants for career awareness and exploration opportunities. 
 
Minimum Qualifications: 

1. Bachelor’s degree required  
2. At least 3 years of experience as an elementary teacher, middle school teacher, counselor, 
or postsecondary advising, admissions, or career counseling.   
3. Ability to balance vision setting, content expertise, and systems-building in a realistic and 
authentic way  
4. Ability to use data to make decisions, with a performance management orientation  
5. Excellent communication skills and the ability to work effectively with others  
6. Ability to speak to and hold the line on the critical importance of high expectations through 
rigorous accountability. 
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Specific Position Responsibilities: 
1. Manage project plans and deliverables of ongoing divisional, cross divisional, and cross 

agency strategies, projects, and grants for career awareness and exploration opportunities.  
2. Support department stakeholders in the development of clear expectations and resources in 

order to establish clear structures and definitions for career exploration PK-8. 
3. Develop and manage coordinated communications for internal (division and department) 

and external (various stakeholders) audiences.   
4. Direct external stakeholder engagement, feedback, and buy-in, including identified visits to 

schools and districts. 
5. Track the progress of initiatives as assigned, providing ongoing status reports to manager 

and other senior leaders. 
 
Knowledge, Skills, & Abilities 

1. Strong understanding of K-12 accountability, operations, and data systems  
2. Ability to initiate, grow, and maintain stakeholder engagement at an individual and 

institutional level in order to facilitate authentic input from stakeholders at all levels and to 
promote effective coordination and collaboration  

3. Familiarity with the postsecondary admission, financial aid, and enrollment process at the 
community, technical, and university college levels  

4. Proven ability to manage large-scale projects from concept to implementation through 
effective planning, clear communication, risk mitigation, and strong stakeholder 
management  

5. Proven ability to organize, track, and apply key data  
6. Excellent written and verbal communication skills  
7. Confident public speaking, presentation, and facilitation skills  

 
Supervisory Responsibility 
May require supervision over graduate interns or fellows 
 
Work Environment 
The duties will primarily be carried out indoors, in environmentally controlled conditions. The 
employee will be required to perform general physical abilities and handle and move objects. 
 
Physical Demands 
Physical demands include walking, standing, bending, lifting, climbing stairs, and moving during 
working hours. 
 
Position Type and Expected Hours of Work 
This is a full-time position. Expected work hours are 37.5 hours per week, from 8 a.m.-4:30 p.m. with 
an hour lunch break. 
 
Travel 
This position requires monthly in-state travel and occasional out-of-state travel. 
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Other Duties 
Please note this job description is not designed to cover or contain a comprehensive listing of 
activities, duties or responsibilities that are required of the employee for their job. Duties, 
responsibilities, and activities may change at any time with or without notice. 
 
Salary and Benefits:  
Salary is competitive and commensurate with qualifications. In addition, a comprehensive benefits 
package is included. 
 
 
Pursuant to the State of Tennessee’s Workplace Discrimination and Harassment policy, the State is firmly 
committed to the principle of fair and equal employment opportunities for its citizens and strives to 
protect the rights and opportunities of all people to seek, obtain, and hold employment without being 
subjected to illegal discrimination and harassment in the workplace. It is the State’s policy to provide an 
environment free of discrimination and harassment of an individual because of that person’s race, color, 
national origin, age (40 and over), sex, pregnancy, religion, creed, disability, veteran’s status or any other 
category protected by state and/or federal civil rights laws. 
 
Tennessee Department of Education also provides reasonable accommodations to qualified applicants 
and employees with disabilities. If you need an accommodation during the application process, please 
contact the Human Capital team at 615-741-5158.  You can also direct your request for accommodation 
in writing to the Tennessee Department of Education, Attn: Human Capital Division, 710 James Robertson 
Pkwy., Nashville, TN 37243. 

http://www.tn.gov/hr/topic/benefits
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