
 
 
 
 
 
 
 

 
 

Ministry Position Description  

Position Title: Director of Workforce Readiness (grades 9-12) 

Reports to: Head of School  
Classification: Exempt; Salaried, 40 hours/week; 10 Months  
Date Prepared/Revised: May 6, 2021  

Principal Function 

The Director of Workforce Readiness (DWR) will be responsible for the design, implementation, 
promotion, and oversight of Williamsburg Christian Academy’s strategic career preparedness and 
advisement initiatives. Additionally, the program’s leader will collaborate closely with Virginia’s 
Department of Labor to ensure certification and legal compliance.  The DWR should be experienced or 
skilled in any of the following industries or trades: Manufacturing, Building or Road Construction, 
Shipbuilding, HVAC, Welding, Carpentry, Electrical, Plumbing, Mechanics or Equipment Operations.  

Instructional Functions:  

 Design founding curricular structure to include academic and hands-on training activities. 

 Maintain clear and effective discipline and management plans both in the                                                                                                       

classroom and on the WCA premises that are consistent with the WCA policies. 

 Procure and maintain Department of Labor certification. 

 Cultivate rapport with Workforce Readiness program sponsors. 

 Lead Workforce Readiness fundraising campaigns. 

 Develop a marketing plan for Workforce Readiness programming. 

 Evaluate Workforce Readiness support staff. 

 Assist with care of ministry facilities. 

 Facilitate mandatory Occupational Safety and Health Administration training requirements 

for each program participant. 

 Cultivate day programming and training for interested Williamsburg Christian Academy 

students and evening classes and training opportunities for local adults. 

 Teach on-the-job skills in a variety of repetitions.  



 
 
 
 
 
 
 

 
 

 Prepare students for proper business environment practices by teaching them appropriate 
business etiquette.  
 Teach program participants trades skills to include use of various power equipment and heavy 
machinery simulators. 
 Integrate the Christian worldview into all coursework to equip students for the challenges of 
the workforce that do not always align with Biblical principles. 

Supplemental Functions:  

The DWR shall also: 

 Open each class with prayer and when appropriate pray with and for students.  

 Record class attendance in the WCA software system for each class within the first 10 minutes 

of the start of class. This process is critical to the safety and security of the WCA community, 

and a lack of attention to this requirement will not be tolerated.  

 Update WCA software with assignments and grades every week at a minimum. This 

requirement is of utmost importance in communication with parents and an aid to students 

who are at home for medical reasons.  

 Regularly check and respond to voicemail and email messages within 24 hours graciously and 

professionally. 

 Participate in parent-learning facilitator individual/group conferences involving    parents of 

any student they teach.  

 Maintain a high regard for the confidential information of each student and their family. Any 

form of gossip is not biblical and will not be tolerated. If you have a question concerning 

appropriate behavior as it relates to confidentiality, address the matter only with your 

immediate supervisor. 

 Enforce all policies as per the Student Handbook.  

 Attend all professional development seminars and training as required by the Commonwealth 

of Virginia and Williamsburg Christian Academy. 

 Maintain required DOL or trade certifications, not allowing any lapse of their certification.  



 
 
 
 
 
 
 

 
 

Physical Requirements  

 Lift books/materials for storage and delivery (approx. 25 pounds).  

 Walk/stand several times each day for 30 minutes to teach or supervise classes.  

 Walk/stand within a classroom setting, bending, and stooping periodically to assist students.  

 Manipulate hands and fingers with dexterity to operate a computer keyboard.  

 Distinguish tone of voice to interpret the difference between a joyful student and a distressed 
one.  

 See details of objects and analyze the activities of students more than a few feet away.  

Other General Responsibilities  

 Continuing submission to the Lordship of Christ in every area of life, the acquisition of and 
obedience to scriptural knowledge, continual growth toward maturity in Christ, and consistency 
of Christian behavior.  

 Maintain devotions in your home, to educate in Christian doctrine, and to pray for the salvation 
of your family. 

 Honor the members of the Governing Board, esteem and love them; to pray for them regularly; 
to submit to them in the exercise of their duties; and to manifest a  tender regard for their 
reputation;  

 Be actively involved in the life of the school; to be loyal to its programs; to pray  regularly for its 
ministry, leadership, staff, parents, and children; to manifest a tender  regard for their reputation; 
to contribute to its support with time and finances as God  prospers you;  

 Pray for those outside the body of Christ, honor obligations and commitments to them, and as 
opportunity and ability enable, commend the Gospel of Christ to them.  

To apply, please send a cover letter outlining why you are a match for this position and a  resume to 
HOS@willliamsburgchristian.org, along with a completed LF Employment  application which you can 
find at https://private-christian-school.williamsburgchristian.org/our-school/careers-at-wca/ 
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