Career Program CP31:  Education Services

DEFINITION:  
Career Program 31 (CP31) This series includes professional positions with duties to administer, supervise, promote, conduct, or evaluate programs and activities designed to provide individualized career-related or self-development education plans for adults The work requires knowledge of education theories, principles, procedures, and practices of secondary, post-secondary, adult, career-technical, and continuing education. Some positions require skill in counseling educational and career development to establish educational and occupational objectives and goals for adults
Career Program 31 (CP31) is comprised of Army Civilians working in a wide variety of organizations including Active Duty Education Centers, Soldier and Family Assistance Centers, Reserve Centers and National Guard Centers worldwide as well as United States Army Recruiting Command, United States Army Military Entrance Processing Command, and Army Marketing and Research Group.  
Career Program Designation:

Positions in this series require the ability to apply professional knowledge of education to educational and vocational assessment and counseling and the ability to apply requirements of administrative policies and procedures of education services and programs for adults Employees apply this knowledge in advising and counseling Soldiers in establishing and completing educational goals. The work involves furnishing support to programs of general education for adults, including academic courses and degrees from accredited educational institutions across a broad spectrum of degree programs, occupational specialty related courses, basic academic courses, and other adult programs. These positions may be found in military organizations, correctional institutions, or other organizations. When questions arise over the appropriate Career Program designation, the manager should contact CP31 Career Program Management Office staff at 502-613-8633 for guidance.  The servicing CPAC HR advisor can assist in documenting the career program designator as required.
Occupational Series Exclusive to CP31:  1740
Occupational Series Assigned To CP31:
	1701
	1710
	1740




CP31 Education Services Duties and Responsibilities:
· Manage and may establish an education services program or center. 

· Conduct surveys and analyze results to determine the educational needs and preferences of the population served. 

· Plan and pilot new educational programs and services or revisions to existing programs and services based on surveys of student and command interest, determine those tasks necessary to develop the program and establish management objectives to accomplish them.

· Assess the ability and willingness of available educational and training institutions to provide educational opportunities. 

· Monitor the quality and cost effectiveness of educational services and programs and assure the adequacy of equipment/facilities. 

· Advise managers, commanders and staff members on matters related to the education services program. 
· Select, administer, and interpret assessments to give program participants information on their vocational aptitudes, interests and educational strengths/weaknesses. 

· Counsel participants on establishing educational and career goals, on available educational and training opportunities, and on making appropriate plans. 

· Assist participants in selecting courses, completing applications, and registration procedures.

· Provide information to prospective and active duty military personnel on the Armed Services Vocational Aptitude Battery (ASVB) and specific service tests. 

· Advise Soldiers on armed services occupational education and training programs available. 

· Provide information to civilian placement officials, school guidance personnel, career education coordinators, school administrators and classroom teachers. 

· Advise managers and staff of military career education programs and services on educational and occupational counseling.

· Advise on improving education and training program opportunities. 

· Analyze and consolidate financial plans, budgets and requirements for staff, facilities, equipment and supplies.

· Defend budget by developing rationale for the quantities in the budget through a review of trends and projections and relating them to current costs.

· Establish and maintain liaison with State and Federal education officials on matters concerning education services and programs. 

· Analyze and advise on national, regional, and local trends that affect education services and programs.

· Prepare statements of work for potential contractors that reflect agency education policies, develop such policies when necessary, monitor contract performance and adhere to specifications.
· Maintain contact with recognized experts in appropriate educational fields and contract for their services in conducting professional seminars/workshops.
· Perform liaison activities between military recruitment functions and the civilian community.

· Maintain contacts with State, local and professional education associations. 
· Market educational programs and services to eligible population and supervisors of eligible population.
· Counsel individuals on their potential educational and vocational capabilities, needs, and available means of meeting associated goals.

· Analyze and interpret test data for application to individual educational plans.
· Perform professional or technical duties including designing systems, equipment or structures using established criteria or specifications.

· Test material, equipment or systems for compliance with specifications or for evaluation in terms of operational use.

· Review technical aspects of applications, designs or proposed plans for compliance with laws, regulations, standards, specifications or other requirements and criteria.
· Perform administrative duties including reviewing, coordinating, monitoring and implementing policies, procedures and regulations that govern the program area.

· Develop, staff and implement directives and guidance.

· Maintain program records and prepare/submit reports.

· Develop information papers and briefings.
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