POSTED
January 2026
OKLAHOMA DEPARTMENT OF CAREER AND TECHNOLOGY EDUCATION
JOB ANNOUNCEMENT

PROGRAM SPECIALIST/ E23A
High School Equivalency (HSE)/Temporary Assistance for Needy Families (TANF)
[image: ]Federal Programs 

FLSA CLASSIFICATION: Exempt [image: ] 
PAYBAND: 13 

SUMMARY:	[image: ] Coordinates the statewide TANF program in technology centers.  The TANF program is designed to meet the training needs of participants who meet Oklahoma Human Services qualifications for services and prepare them for employment.  This position provides leadership and guidance to the technology center Training Navigator in collaboration with Oklahoma Human Services and Work Ready Oklahoma. The High School Equivalency (HSE) provides day to day coordination of the HSE program with the programmatic guidance from the Strategic Workforce Partnerships Manager; coordinates planning, communications, records, evaluation, and other pertinent activities necessary to effectively implement HSE testing across the state. 

EDUCATION AND EXPERIENCE: 
REQUIRED:  
· [bookmark: _Hlk178680932]Bachelor’s degree or equivalent combination of education, training, and experience in related field
· Work experience in education, government, or public sector  
PREFERRED:
· Master's degree
· Current teaching certificate
· Federal program experience

ESSENTIAL DUTIES AND RESPONSIBILITIES:
· [bookmark: _Hlk178680781]Provide Training Navigator services to individuals at assigned schools or as needed. 
· Provide guidance to technology centers in their TANF program’s design to ensure it meets the TANF mission and provides the desired outcomes. 
· Develop annual guidebook for TANF technology center programs.
· Conduct annual monitoring reviews of programs and audits local expenditures and student records. Coordinate and serve on accreditation teams to conduct in-depth on-site evaluations of technology centers to determine attainment of standards and make recommendations for program improvement.[image: ]
· Provide technical assistance to programs both on-site and virtually.
· Provide leadership and guidance to technology centers on [image: ]existing or changing state and federal laws that directly and indirectly affect programs continuation and design. 
· Process invoices and reconcile quarterly technology center expenditure reports to approve or disallow expenditures in accordance with Oklahoma Human Services and ODCTE contract and program guidelines.
· Plan and coordinate meetings and professional development opportunities for TANF providers including meetings in collaboration with Work Ready Oklahoma and Oklahoma Human Services.
· Assist in the planning, design, implementation, and rollout of a student data system. Manage the student data system to track numbers served, retention/completion rates, initial employment information, follow-up information, etc. and report performance outcomes to [image: ]ODCTE and Oklahoma Human Services. 
· Act as a liaison for Oklahoma’s HSE program between test-takers and HSE vendors.
· Process local program reimbursement of TANF student AEFL attendance.
· Collect and compile data for assessment/evaluation and compilation of HSE reports.
· Conduct desktop and onsite monitoring visits of HSE testing centers and develop strategies for accountability. 

[bookmark: _Hlk182487719]SALARY/BENEFITS: $56,985.95 - $63,421.34 commensurate with education or experience.
· The state provides a benefit allowance to help you pay for insurance premiums which include health, dental, life and disability insurance.
· The amount of your allowance, $9000-$20,000, is determined based upon the dependents you choose to include in health coverage.
· State paid teacher’s retirement pension and flexible benefits plan. 
· Vacation leave and 15 days sick leave and 11 paid holidays.
· Employee assistance program and flex-time work schedule options.  
Total salary and benefits package valued at $72,001.01 - $78,920.79

MANAGEMENT RESPONSIBILITY: None

COMMUNICATION SKILLS: Ability to read, analyze, and interpret professional journals, financial reports, and legal documents as necessary; ability to document, organize and secure detailed information from federal, state, and local sources. Ability to respond to common inquiries or complaints from customers, regulatory agencies, or members of the community. Ability to write complex documents in a prescribed format.  [image: ]ability to effectively present information to management, public groups and/or boards of directors. 

MATHEMATICAL SKILLS: Ability to apply moderately complex mathematical calculations.

REASONING SKILLS: Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical instructions and deal with several abstract and concrete variables.

LICENSES, CERTIFICATES, REGISTRATIONS: Requires valid state driver's license.

PHYSICAL DEMANDS: Ability to lift 30 pounds with reasonable accommodation.[image: ]  

WORK ENVIRONMENT: Position based in Stillwater. Requires frequent travel and some overnight stays.
Hiring is contingent upon successful completion of background check. 

[bookmark: _Hlk206141186]Position posted for a minimum of 10 calendar days or until position is filled.   
Send cover letter, including job title, resume and three professional references to: 
Mail: Oklahoma Department of Career and Technology Education, Attn: Rebecca, 1500 West Seventh Ave., Stillwater, OK  74074. 
Fax: 405/743-5186. 
Email: applicant@careertech.ok.gov. 

For questions concerning recent applications, please contact Rebecca.Clapp@careertech.ok.gov
 
Equal Opportunity Employment
Oklahoma Department of Career and Technology Education is an equal opportunity organization and will not allow discrimination based upon race, color, national origin, sex, disability, age or veteran status or any other status prohibited by applicable law.  Any comments should be made to Gina Hubbard at 405-743-5167.  1500 West Seventh Ave., Stillwater, OK 74074-4398
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